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This bilphograplin contains 'disable annotations of works in fulstnexv commimi-
ation dffie (lo ly allied tiretr4. Its main fortes is lnitowss writing; it avoids the

field. of psychology. linguistics. management information systems. mid COMMU
Ideation theory. The editors hove to offer bibliographies in such other array in
the future.

BUSINESS COMMUNICATIONS: A Selected,
Annotated Bibliography

RUTH M. WALSH et aid
University of South Eorida

Abelson. Herbert L. and Karlins. Marvin. Persuasion: Hon Opinions
and Attitudes Are Changed. 2c1 ed. New York: Springer Publishing.
1970.

A handbook of inforituttion for the student. practiticn or general reader
who %stolid like to be better informed about the realities of the persuasion
pri OC*00..

Alexander H. L. "How To Publish and Perish." Cicil Engineering.
u'. 1 4..1t 17. pp. 77-78.

This article is a plea for moubers of the civil engineering pmfession to
write ai fides that «,h imee their professional standing among to} Wien.

American Society of Mechanical Engiocers. Letter Symbols For
Quantities Ord in Electrical Science and Electrical Engineering:
("SAS 10:5. New York: American Society of Ntechanical Engi-
neers. 196S.

This dos unwnt has been adopted for nse by agencies of the U.S. Depart-
ment of Defense as a standard guide for use of letter synthesis representing
quantities.

Letter Symbols for Units I 'sed in Electrical Science and
Electrical Engineering: ('SAS 1 10.9. New York: American Society
of Mechanical Engineers. 1967.

Annotated entries were originally prepared during ynarter 11 ( iirtn
seven shales's w ho elected this opium to fill the final report-writing assignment
in the course. Hess iew and up-dating e4 present entries were assigned to students
in Quarter IV i 1973) %e etinns. In addititm to renewing the amsracy of orig-
inal listings. ytuoter IV students also added snore than glen new entries,

Not cataloged by University of South Florida Library, August. tir3.
Entries with annotations missing. but not asterisked, suggest one or more' of the
following: book dieeked out, lost, or misplaced: periodicals and journals in
use' or at the bindery. or library holdings begin biter than dates shown.
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Anastasi, Thomas E.. Jr. "Five Keys to Better Letter Writing." Super-
visory Management, January, 1964. pp. 30-33.

tx*eu.sses the content of letters and suggests that letteri be personal,
unique, purposeful, simple and clear, and sincere.

Anderson, C. B. "Dear Mr. Ms. flere's a Product." Sales Manage-
ment. October 30, 1972. pp. 51-52.

Mr. Anders on article tells salesmen Is letters can open doors. His con-
tention is that well-composed letters can break down hauliers that the beeriest
salesmen can't crack,

Angel. Juvenal L. Matching College Men to Jobs. 5th ed. New York:
Vorld Trade Aeademy Press. 1972.

A listing of positions and descriptiim of procedures which a college grad-
uate should follow in order to get the lob best suited to him.

.. Why and !low To Prepare an Effective Job Resume. 5th
cod. New York: World Trade Academy Press, 1972.

An interesting book which tells why it is important to use a complete
resume. with a listing of suggestkm for writing an effective lob resume.

Apple, Lawrence A. "Put It In tVriting." Supervisory Management,
June, 1964, pp. 22-23.

The artele emphasizes the growing trend toward putting important matters
in writing to assure greater understanding and to provide a means of follow-up
and evaluation at a future date.

Ammer, Robert R( ay ), and Wolf, Morris P( hilip). Effective Com-
munication in Business. 9th ed. Cincinnati: South-Western Pub-
lishing, 1967.

Develops principles, procedures, and practices of clear commimication and
their relationship to sound management. Represenbt a modern effort to syn-
thesize the teaching and learning of several disciplines applied to effective
mumunivation in business. including those' of ethics, logic. MAMMY, writ-
ten and oral communication arts.

and Burtness, Paul. Effective English for Business Com-
munication. 6th ed. Cincinnati, South-Western Publishing, 1970.

Kum James. "The ArtAnd Craftof the Memo." Management Re-
view, May. *964, pp. 31-33.

This short article given information on how to write four basic types of
memos: Public Address, Blank Shot. Double Take, and Insurance Policy.

Bagge, H. A. is the Ballpen Mightier Than the Typewriterr Office.
May. 1963, pp. 157-58.**

Baisley, I. W. "$3.19: An Average Letter Really Costs That Much?"
Administrative Management, October, 1971, pp. 606.
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Stresses the use if reliable information and cold tads as kris to writing
IIIPtilleet

Baker. Clifford. A Gukle to Technical Writing. New York: Pitman
Publishing. 196i.

A guide to amuse communiution, technical writing :Ind English gram-
mar. with illustrations when. practical

Bateman. Hotline "Shorthand and Transcription: The Usable Iran-
script.- BUSIPCSS Education Forum. XXVII ( May. 1973). 53-5',

This article deals with the proper use of a transcript. including letters.
memorandums. speeches. and agenda.

Baty. tVaym. M. English for Business. Be lmont. Calif.: Wadsworth
Publishing. 1966.

I tails grammar and correct methods of letter writing.

Becker. Selwyn W. "Personality and Effective Communication in the
Organization.- Personnel Administration. XXVII ( July-August.
1964 ). 28-30.

Aveording to the author's research. personality factors ran make for. or
hamper. good communication. Resultant problems in communications for
secutis I. coaching And their uses of assistants and committees are discussed.

Bender, James F. Make Your Business Letters Make Friends. New
York: McCraw-Hill, 1952.

Principles of business COrrevondence with stress on good human relations
built through the written and dictated letter.

Berelson. Bernard, and janossitz. Morris. eds. Reader in Public
Opinion and Communication. ad ed. New York: Fret. Press, 1966.

Designed primarily for the advanced student in the social sciences. A col-
lection of readings representative of the best work in the field. it covers theory
and practice in the communications area and the impact of public opinion on
public HO..

Bernstein. Theodore M( enlinto The Careful Writer: A Modern
Guide to English Usage. New York: Atheneum Press, 1965.

Alphabetically arranged. the book deals with the correct wse of words and
idioms. "We reading for those who salter writing. Very readable and Witt'
by a New l'ork Times editor.

.. Headlines and Deadlines: .4 Manual for Copy Editors.
New York: Columbia University Press. 1961.

A style manual containing journalism infornustkm fr copy editors.

. Miss Thistlebottom's Hobgoblin.. New York: Farrar,
Straus & CarOUX. 1971.

The careful writer's guide taboos, bugbears. and outmoded rules of
English usage.
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.More Language That Needs Watching. Manhasset. N.Y.:
C:hannel Press. 1962.

An aid to writers and editor., vitaating from the new tamtitt of the New
/10 Tiftli%.

, V'etc'h Your I,anguage. Great Neck, N.Y.: Channel
Press, ty5S.

An entertaining bat pith eomoteolatI Int English magi. 1.:%timples of
writing, both g,,otl and bad. am entered from the page. of the New York
Tutt, %%id% itt comment.. Forename-1 to the %entree li.td immediately
alto. v.

Berson. C. II. "Correspondence Improvement.- Req. S Insurance
News, October, 1963, pp. 67-71.

!Vickie. Margaret I).. and [limp. Kenneth W. Reports for Science
and Industry. New York: Holt. Rinehart Winston, 1961.

.% boar test for the report writer. Once.. the tteld thoroughly from the re-
ward% prose.. through the final report. Many vample. of technical writing
are get. In addition to report., other t pes of writing, .itch a. letters and
article.. ate dealt with

Blum, Eleanor. Basic Rooks in the Mass Atedia. Chicago: University
of Illinois Press. 1972.

An annotated. %elected booklist co.vring Iteral conammicatiotw, book
brOMICating. film, IlllLiZine, newspaper.. atkerti,ing. indete.,

and prat...tonal and whlarl natrual..

. Reference Rooks in the Mass Media. Urbana: University
of Illinois Press. 1962.

% hooktist compiled to provide .iture. and .tartittg point, fur research in
u for beginning %nutria. and laymen.

Bob:. R. W. "Communicating the Significance' of Technology... Auto-
nwtion July. 1967. pp. 56-61.

An argument fur the pre.entation of technical and wietitilic information in
gent.rall% undertood ter.. The author argue. amon.t tAtv....ie ow of tech-
nic-of argon that conceal. meaning,

t 'SF hltraty holding. begin with the Deteber, 1972

Blrn, J. W. -Write It Bight," Fuetoit & Oil Heat, November. 1962,
p. lit.

Hovey. (:ourtland I.. Techniques of Writing fur BUSilleSS, Industry
and Government. San Diego. Calif.: Presidio Press, )972.

Boyd. W. P. "Some Psychological Aspects of Business Letter Writ -
ing." Journal of Business C:ommunication.I ( October. 1963).37-44.
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Article deals with human emothms in business letters. -You" attitude is
stressed, and tips on wiling-strategies are own.

Brandt, Sue R. How To Improve Your Written English. Watts First
Book Series. New York: Franklin Watts. 1973.

Brasaw. Charles T., and Aired, Ceras J. Practical Writing: Compo-
sition for Business and the Technical World. Rockleigh. N.J.:
Allyn and Bacon. 1973."

Brennan, Lawrence David. Business Communication. Patterson, N.J.:
Littlefield, Adams & Co., 196o.

Pmvides a convenient and comprehensive view of business communication
with important details, directions, and formulas underlined so that essentials
can he easily grasped and remembered.

Brice, A. D. "Write? Right." Public Relations Journal. XVI ( Septem-

ber. 196o ). 15.16.
USF !thru holdings begin with Lyn.

Britt, S. H. "Writing of Readable Research Reports." Marketing Re-
.scarch VIII ( May. 1971). 262-66."

Brock, Luther A. "Business Letters That Aren't All Business." Super-
visory Management, Apra 1971, pp. 7-10.

Pointers on how to write goodwill letters, with several examples given.

. "Make Your Collection Letters Persuade, Not Plead!"
Credit and Financial Management, March. 1968. p. 30.

Discussion of the most effective means of writing collection letters, using
combinations of self-interest, justice, and pride (honor), as opposed to fear
(to strong ) or pity (too weak ).

Bromage, Mary C. Cases in Written Communication II. Ann Arbor:
University of Michigan Press, 196+

A collection of cases, including situations not covered in an earlier text.

"Gamemanship in Written Communication." Manage-
ment Review, LXI ( April, 1972 ), 10-15.

Suggestions on how to express opinions and have them easily accepted.

_. "Let Language 1Vork For You." Supervisory Manage-
ment, June, 1962, pp. 46-47.

Emphasizes the need for quick and concise meaning being conveyed to the
reader. Points discussed include forethought, figures of speech, pyramiding
modifiers, and overloaded sentences.

"Wording and the Management Audit Report." Journal
of Accountancy, CXXXIII (February, 1972 ). 50-57.
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A detailed ellise.trahote of the proper provedno for crevenhlitnt d diddditr-
ddtt Audit rtcort.

Setteliv mid Its Fight for Survival.- Banking.
January. 196.S. pp. (it 433.

eh'. ii of the' tnYd for elaret in bower., letter. .teel M t'rid gram-
matical and ...ettatittal ernot% ninth hinder clarity

. 1Vritirtg for Business. :311 ed. Attn Arbor; l'niversit elf

\lihigati Press. 1973.
complte test oil bawd on information garnered

front .1 .trivt of blenevatte.n.

!inn% n. C. F. -flow Not To A'ritt a Rosiness l-etter." Industry Week.
August. t972. p. 49."

Brown. J. "The, Reader-Centered ()ffire Exerutirr. May.
3). 16.

Prot gmddinc, tut vooktumtist letter% that are elarb as niters and etsil
Inteler.tood. Letter .futteld reflect a dominant idea and it hnfit to the'
re.tclt1

. "Vritu Lettrs That Cut Ation." American Business.
Jantiary. icific. pp. 3S-39,

C:schook for Technical %VI-eters. San Francisco:
\l'ads%%ortli Publishing. t9tit.

Wok of c4.ce. aeni a.ocignettnt, i. a :treed m ottelneet matter. 1)ata %Arc-
hon. orgawaton, and pnntation

. Caw% it, litixitt:'s8 (:terttettfittica:iore. Beineont.
.10,,,worth 191i2.

A complete and wlf-contamed centime for practice en written lesectine.. tom-
ttitemt ation... eleote. pnttdein in Im.me. teeth related pmblein-

.1%%1$1.11Melith.

BrWI). LIa1/11 1;011eCtifig Data. Preparing. and Publishing a Owe."
American Business Writing .Assoc:ation Bulletin. XXIX (Decem-
ber. 1964 ). 2S-:31.

un tik preparation ttf 4 v4u*.ttitl with IV Wird to the tp. to eolltfmt
data. .en.th.n. and ',Orli( ahem of the. ftethlevef %inch,

. Comnsunirating Facts and !dews ite 211 ed.
Englewood Cliffs. N ),: Prentice-Ilan. 1970.

.Ali tep-to-date treatment of letter- :sod report-uuttidg front :s lehashmel
eleopttent. .fm, deal. .pecifivalh t ith the rhetoric id cp(Aition earning.
Se ction.. oil report drddrg .er ',emote:rt.

. Etfeetie Business Report 11*ritina. New York: Prentice-
flail. 1955.
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Discusses the inglorious. and um. of business reports and deals with the
prpuratiuu and actual w riting of the report. Author gives some principles
and practitsv for carious types of reports.

Brown. Maurice. Getting Aeross: A Guide to Good Speaking and
Writing, Nlystic. Conn.: Lawretwe 1971.''

Buckley. Earle A. lion To Write Better Letters. New York: McGraw-
Hill. 1971.

Approach bawd on insplementation of the sales process: attract attention.
amuse interest, mate desin', convince nidgment. and motivate action. Prin-
ciples. as applied to dtrvvt mail advertising and selling. are sound but exam-
ples. bawd originally on u 1957 publication. are dated and irrelevant.

"Busim-ss Letters Don't Have To Be Dreary." Supervisory Manage-
ment, August. 1967' pp. 34-36.

urak and ineffective openings and closings in letters and recruit-
mends nuns effective approaches.

Butterfield, William Henry. Common Sense in Letter Writing.. Seven
Steps to Better Results by Mail. Englewood Cliffs, N.J.: Prentice-
Hall. 1963.

A somewhat dated presentation of letter-writing techniques, the text em-
phasizt s cornsAntss. clarity, cimciwness, emirtesy. constructiveness. con-
versation, and consideration,

Cady. Edwin Laird. Creative Communication. New York: Reinhold
Publishing, 1956,

A humomus pocket-Ate volume that points out many causes of poor com-
munication and offers common sense methods for avoiding them. Contains
many practical suggestions on how to work at the fob of writing.

Campbell, Paul N. Rhetoric- Ritual: A Study of the Communicative
and Aesthetic Dimensions of La:iguage. New York: Dickenson
Publishing,.1972.

A complex text on rhetoric written from a dialectical viewpoint.

Campbell, William Giles. Form and Style in Thesis Writing. 3d ed.
Boston: Houghton Mifflin, 1969.

A simple codification of the stylistic and mechanical problems involved in
putting a thesis into final shape.

Canavan. P. Joseph. Effective English: A Guide for Writing. Bel-
mont, Calif.: Dickenson Publishing, 1970."

Carter, Robert M. Communication in Organ ion. Detroit: Call
Research, 1972.

On order by USIP library, August. tgy3.
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(:hitm. Stuart. Potter of Words. Ntiw York: Harcourt Bra. 1954.
elo3.1-1auvir.ot trratietunt 14 the importainv e (immolation.

Citt.rr. (atliu. (41 Human Communications: .t &Tien.. A Surrey.
and A C'ritieism. Cambridge. Nlss.: NUT Press. tyfi(i.

totcodid tin. lutroctiutml ,Mena' of a wile. gm lommo
INk,k 11143 ph, compretw00%I. own tiq% eif the, Twat each ifv

!XII III Itfitutttt tail tee indicate, bon itnoket1 the prove.. lent i itnt ei
&Loi! .1 Ito let the, .ne,rage, ree.plet

Clarke. Et orrsoo. -Write It Like a I'm." Aloe/lb 1)sign. August 31.
107. PP. 90-91,

4111;Ite l. that tediterepte» oewt, iN the, priesin31 %%rite) he adopted I))
tik 411$011411 and tedeilival t ritt,r torah. tot gytting the. hod emitted uith
tht 114.t 1,4er minion, of titiort.

II. t :eorge. Better 1 lissitte,8% Etwlish. New York: Art'o Pub-
lishing. o.;(19.*

Ittte 'II III on, tent Mid rilhalitIKI %WI artoon.. Entph.t.i. i. nacre
314 of poor tonmonne.otton and him tee lit inns, them.

Cinkc. \Lapin% eiinl %Veiliettv. iloinrt. The Aldern Business Letter
%Vs-ar.. 31ontial. (:it,, N..: 1)oubleday. 49.

lim .1a-reut and incorrect lette,r tistripive to te,ah the proper %Ipi to
!wal g I Ititattlilta tort.11111191 in 1,111Ti.poilth'IKV,

Cole. Arthur. and Bigelow, Karl W. A 11anual of Thesis lrrtting for
Graduates and t nders.nyulttates. New York: John Wiley & Sons.
t (tio,

Coleman. S. I). -Creek Number Game: Bridge the Illegibility Gap."
Aloe/Otte February ts. tyfiS. p.

lit. .011114.1 ha% timrIpeti ii ,,rtti he ionic! typtint IIIV4:1%ellifll and
11111111i rimeltnig fume the, omi, ter t;n1,1. ...settee& and tintetiml. in
teschme al ellciontit% prvpared h1 lllititaIt

C.irte'r C.. and Know James II. ltliats the Usage: The
Writer's C;rilde to English C;rantinar and Rhetoric. Englewood
Cliffs. N.J.: Pnotive-Ilall. ;972."

t'atiitilitte ttti 13%141111*S. (:01111111111iitt1011. Abides"; flusiness C:ont-
intinieation. Charles l3. Smith. ed. New York; Pitman Publishing.

(:oper. Joseph I). !l To C:onititurikwte Poliekw and Instructions.
1V ashington. 1).C.; Kuwait of National Affairs. ictio.

C:11141. its' tvttenpm, of planning. writing. illn.trating. and plildi.hing
%trate!, MVIIII011 *4 lilt indnding internal admitinetratit anti op-
crating itrtiteFIK iii tonne11411 rgatiltatatth,
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Ow Nit. Edward P. The Little English Handbook: Choice and Con-
ventions. New York: johtt Wiley or Sons. 1973."

Cosgrove. j, N. -New York Life Letter Meriting Program Has Had
Long Suceess.- The National I ride rtc riter, December, 1963, p. 6,"

Costello. J. -What It Costs To tVrite Those Business Le'tte'rs.' Nu-
fien.% Btineh 'S. February. t973, p. 10.

Cm, Homer L. Meru To Write A Letter. New York: Sterling Pub-
lishing. 1966'

Om deal. mailth. ith adaptation. Ile alms point out the %aim of pmitive
%%ming. to %% it. cantle!l oord choice.

. -Opinions of Selected Business Managers About Some
Aspects of Communicotion On the Job.- Journal of Business Com-
HI ti Pi. VI ( Fall. i911.S). 3-12.

A u.. vonseentiliveltion. ut Southern Unisersity made a
mint, of the %ariet and nature of communication problem. a. wen through
the v.v. ett. St. bun. area limine.taitett. at ...writ! level. of management.

Crouch. W. Ccorge. Successful Communication in Setenee and In-
dustry. New York: McCraw-11111 1961.

A guide to nrittuu th reading aurate4 and rapidl. and speaking
to eon ital. the Writer. ( See "Zeiler. Robert I.. t

"Customer Mail: How To keep Friends.- Adminisfrative Manage-
ment. July. 1970. pp. 31-35. See also. "Fennessy. S. J.")

Ism. to maintain good eist.tomer relation. ytmadalts an-
ouring their letters.

Daunerst. William A. Clear Technical Reports. New York: Harcourt
Brace Joyanorich. 1972.

. Resourceful BUthit'SS Communication. New York: Har-
court Brace 6 tVorld. 1966.

inn141" and nw AnillWs of principles of business vommuniea.
Nam. Emphasites n.soureefolness in finding and adapting mean. to make
the itt,...iite of a letter. or report. inveptale to it. reader.

D'Apri%. Boger M. How's That Again? New York: Dm. kmes Irwin.
1971.

The hook is dnided into fottr %minim ering: ( r t understanding the
organization and emnumnieating internally. (2 ) mernimal aspects of COM-
notinit'atinn%; and (3 and (4 %weak. Lin& mouninieation appropriate
to dillerent situation.,

. -)bstacles to Professional Publication." A/hine Design,
January 5. 19(77. pp. 106-9.
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This article emphasizes that, in addition to a well-written article, the co-
operation of the author's company and the co-operation of the journal editor
are required to produce a professional technical article.

Dauten. Paul M. "Management's Communication Trusteeship." Jour-
nal of Business Communication, II ( October, 1964 ), 25-38.

The article. Troyes the question, "What is meant by effective communication
by management?" After asking the question, the author attempts to define
management's understanding of "effective communication."

Davis, Keith. "Communication Within Management." Personnel,
XXXI (November, 1954 ), 212-18.

A discussion of communication as it affects upper-level management.
Makes the case that managers must communicate effectively with each other
before they can hope to communicate effectively with employees.

.. "Readability Changes in Employee Handbooks of Iden-
tical Companies During a Fifteen-Year Period." Journal of Business

Communication, VI ( Fall, 1968), 33-4o.
A conipmison of the readability changes in employee handbooks since

Rudolf Flesch first heightened interest in the subject in luau. There has been
some improvement but much is still left to be desired.

Dawe, Jessamon. IVritIng Business and Economic Papers. Totowa.
N.J.: Littlefield, Adams, 1965.

The organization of the research paper from the gem, of an idea to ulti-
mate presentation in good format.

DeMare, George. Communicating for Leadership. New York: Ronald
Press, 1968.

The text describes modern developments in the field of communication
and shows the effectiveness of these new methods.

A Handbook of Model Reports to Clients. New York:
Price, Waterhouse, 1964.

Of particular interest to public accountants preparing client reports.

DeMaris, R. E., ed. Readings in Science and Technology: An Ap-
proach to Technical Exposition. Columbus, O.: Charles E. Merrill
Books, 1966.

A collection of scientific and technical articles intended to be used as
loodels by scientific and technical students concerned with making tech-
;cal material understandable. Short introductions and study sections accom-

pany each selection.

Dent2, John G. "Pan Am Gives Air to Unneeded Reports." Adminis-
trative Management, February, 1973, pp. 10-12.

The article deals with cutting costs of reports by eliminating those which
arc needless.
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I)ePew. I). "Breaking the Language Barrier." Printer's Ink, January'
26. t9(i6. p.

The articl %mutest. that if one Itd1 to learn te'chnic'al jargon. there are
wveral o. of doing .. Tito author .tres.4.. thew mthod.

Devlin, Frank 1. Business Communication. Ilomewutxl, Richard
D. Irwin. 196S.

Each part of a letter or report i. given ih .hare of attention v that the.
d1 fettlitetlt an be up to .tandard in all respects. Topically arranged.

De.iirned for a otwine.ter centr at the .ophontore. junior. or wnior level

Dwhirst. H. I). -Influence of Perceived Information-Sharing Norms
on Communication Channel Utilization." Academie Management
Journal, XIV (September, 1971). 305-15.

cumparison erf interper.onal eommunication with written communication.

Dienstein, William. How To At'rite a Narrative Investigation Report.
Springfield. Ill.: C. C. Thomas. 1964.

A detailed for an ime.tigator's nw in writing a report. a a guide
for law enforcement offier..

Dinschtiv, W. A. "Suggestions for Effective Communication in In-
surance ." National Underwriter, March 24. 1967. pp. 3S-40.

"A Direct Approach to W'riting.- Administrative Management, Jan-
uary. :967. p. 35.

Contain. information regarding how to write letters that catvh the recipi-
ent\ e. hold his attention, and receive immediate =ion.

Doroff. B. H. "Bridging the Communications Gap." Stores, April.
1971. pp. 10-11.

IV' library catalog. beginning with sjra.

Dover. C. J. Effective Communication in Company Publications.
Washington. D.C.: Bureau of National Affairs, 1959.

A manual for preparing 'rushee.. pulicatkm.. the Imoli deals mainly with
a firm'. internal publiationtIs intended to be read by employees. The
guideline. premmted apply. hm.e..er. to many type. of puldicatitm ley femme!
organization.. include. maniples. raw bi.toric.. and .uggestions for eval-
uating publication.. Prented in a bold. brisk style that h refreshingly a.y
to read.

Dowst. S. "Informal Correspondence Gets Results." Purchasing, Jan -
nary 9. 1969. p. 117.

. . "Reports to Nlanagement Tell Buyer's Story." Purchasing,
December to. 1970. p. s3.

Durham. John. and Zall. Paul. Plain Style. New York: McGraw-Ha
1967.*
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Based on the assumption that ( ) all writing derive -s from a few simple
patterns of thought, ( 2 ) students can learn these patterns and apply them
to their own writing, and (3) learning the patterns helps students toward
eliminating sentence errors, fumy diction, and imprecise thought.

Dyer, Frederick C. "Managing Other People's Writing." Management
Review, LI ( February, 1962 ), 44-52.

Provides criteria for nwiewing the writing of others. Gives helpful hints so
that reviewing can aid the development of a subordinate's writing ability.
Also suggests a few things the subordinate should check before submitting
written communications.

Eadie. T. W. "Communications in Businss." Public Utilities Fort-
nightly, October 27, 196o, pp. 6o9-18.

Oral and written communications by telephone company executives are
discussed in this article.

Effective Army Writing. Special Text 12-160. U.S. Army Adjutant
General School, July, 1964.1'

Ehrlich, Eugene IL, and Murphy, Daniel. The Art of Technical Writ-
ing. New York: Thomas Y. Crowell, 1964.

A handbook dealing with reports and documents that the scientist has to
write. The second part consists of models of various ways to present scien-
tific information.

Elfenbein, Julian. Handbook of Business Form Letters and Forms.
New York: Simon & Schuster, 1972.

Emery, David. "How To Sell Your Employee Communications."
Personnel, XXXII (September, 1955 118-22.

A well-written article offering sound advice on planning what you want
to write before you write it. Presents a five-step approach to make commun-
ications sell an idea by making them more easily understood.

Evans, Bergen, and Evans, Cornelia. A Dictionary of Contemporary
American Usage. New York: Random House, 1957.

Suggesting the dynamic nature of language, the title speaks for itself. An
alphabetical listing of words and idioms with their varying meanings.

Fair, James R. "Dictation and The Engineer." Chemical Engineering,
June 3o, 1969, pp. 114-17.

The third in a four-article series intended to help reduce time spent on
technical and business writing. Deals with special problems encountered by
the engineer in using dictation for technical writing.

Fennessy, S. j. "Customer Mail: How To Keep Friends." Adminis-
trative Management, July, 1970, pp. 44-46.

A seven-step program for satisfying customer correspondence demands.
vital to every business, large or small.
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Ferber. Robert. and Verdoorn. P. J. Resrareh Methods in Economies
and Business. New York: Macmillan, 1962.

carvii to research methodology in monomies and marketing. Assumes
baekground in statistics and quantitatise methods.

Heiden. John S. "For Better Business Writing." Harvard Business
Review, XLII ( January-Febnutry. 1965). 164-72.

Suggests sources of help and ideas for improvements in the elements of
successful Inhint... writing.

. "What Do You Mean I Can't Write?" Harvard Business
Review. XLII ( May-June. 1964). 144-56.

Vritten for managers. this article deals with "written- performance irwen-
tory-: thought. persuasiveness. appropriateness. readability. and corre'c'tness.

Finke. W. W. "Technicians Can Dissolve the Semantic Curtain."
Iron .Age, July 2S, 1966, p. 45.

This articles defines the technical-senumtic curtain as a shroud which
separates scientists and technicians from the outside world. The author rec-
ommends that attempts be made by technical people to communicate to the
layman in terms which he can understand.

Flesch, Rudolf F. The Art of Plain Talk. New York: Harper & Bros.,
1946.

Bawd on Dr. Flesh's dissertation research, the book opts for direct and con-
cise vocabilluty and syntax as u step toward understandable communication.

The Art of Readable Writing. New York: Harper & Bros..
1949.

A continuation of themes suggested in The Art of Plain Talk. with more
in-depth treatment.

How To Test Readability. New York: Harper & Bros..
1951.

A step ttneard using scientific," as opposed to subjeetive. criteria in
judging understandability.

_ ___._.._.. "Why Businessmen Can't Write." Advertising Age, June
20, 1966. p. 102.

Exposes probiems of "gobbledygook.' in business writing, as one of the
spin-offs of modern cis ilization.

Foley, Louis. "Some Aspects of Communication." Journal of Business
Communication, I ( March, 1964), 25-42.

The author implies a need for workmanship in writing business letters to
better emphasize the purpose of the letter.

Fogarty. Daniel John. Roots for a New Rhetoric. New York: Colum-
bia University Press for Teacher's College Bureau of Publications,
1959.
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An If nalNi% of three theories of rhetoric in terms of factors that influenced
their development. followed by their-synthesis into a suggested philosophy
for is present-day rhetoric.

Forrest, 1). R. "Suggestions for Reviewing Technical Papers." Pro-
ceedings of the Anwrican Society of Civil Engineers, NCR' (No-
vember, 1968 ), 539-41.

Suggestions for persons interested in submitting technical papers for pub-
lication in the journal of the Vaterways and Harbors- division of the Amer-
ican society of Civil Engineers.

Fowler. II. W, A Dictionary of Modern English Usage. 2d ed. revised
by Sir Ernest Cowers. New York: Oxford University Press. 1965.

A standard and lung-respected reference for proper English spelling and
usage. Caveat: reflects spellings and idioms haracteristivally British.

Frailey. Lester Eugene. Handbook of Business Letters. Rev. ed.
EKIew9od Cliffs, N.J.: Prentice-Hall. 1965.

A pra.lial treatment using a direct and simple approach to cover every
major type of business correspondence.

Frain. Eugene H.. and Koch. Robert G. "Use This Checklist To
Write Better Business Letters." American Business. April, 1960,
pp. 11-12."

"Variations on a Memo Theme." Advanced Management.
March. 196o. pp. 11-12.

Humorous observations on the advantages and pitfalls of memoranda.

Gallagher, W. J. "Technical Style: A Defense of Knowledge." Ma-
chine Design. March 17. 1966. pp. 142-43.

A satirical slap at the writing ability of technical people. The article sug-
gests that too many words get into print with only a trickle of information
leaking out. The author implies that this is done intentionally to protect the
knowledge of the individual who had to work so hard to acquire it. (This
article. in condensed form. also appears in the May. 1966. issue of Manage-
ment Bernie under the title. "Technical Writing: In Defense of Obscurity,"
1:113. 34-36.)

Geissler H. E. "Fight Paper Pollution. Stamp Out Reports." Indus-
trial Week. March. 1970. pp. 36-40.

This article points out how much wasted time and paper goes into many
needless reports. The article also suggests how to make necessary reports
more concise.

Gelland. L. I. "Communicate Through Supervisors." Harvard Busi-
ness. Review, XVLIII ( November-December, 1970), 101-4.

The Pillsbury Company discovered that Its system of communications wail
mit very effective. This article describes the common-sense procedures insti-
gkited to remedy the situation.
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General Services Administration. Records Management Handbook:
Form Letters. Washington. D.C.: U.S. Govenmient Printint, Office,
1954. ( Federal Stock No. 7610-29S-6905 )

A handbook which argues that carefully composed form letters are more
effective and economical than those hastily dictated. Pn.sents simple cost-
benefit analysis criteria to show when funs letters should be used for routine
and recurring situations and tells the reader how to go about setting up a
form letter system.

. Records Management Handbook: Guide Letters. Wash-
ington. ; U.S. Government Printing Office. 1955. ( Federal
Stock No. 7610-633-96o7 )

The comptisition and use of guide letters; a companion to the Form Letters
Handbook. Deals with paragraph substitutions to handle variations in recur-
ring situations. Dates notwithstanding both sources contain timely sugges-
tions and procedures for which eomputer programs might he written.

Cieseiman. Robert I). "Applying Survey Methods to Employee Com-
munication." Journal of Business Communication, VI (Fall, 1968),
13-23.

Discusses the use of survey methods to gather information before devising
pre arams to improve conummivation within the firm.

Gerfen, Richard C. "The Changing World of the Teacher." Journal
of Business Communication, I (October, 1963), 3-13.

The role of the business teacher is changing because of the increasing em-
phasis on quality in written business communications.

"Getting the Message Across Without Static." Business Week, April
23, 1955 PP. 54-59.

A discussion of the advantages and disadvantages of two methods of in-
ternal communication, direct from the executive to the employee, and through
the chain of command. Provides examples where each is appropriate.

Gibb, jack R. "Communication and Productivity." Personnel Admin-
istration, XXVII ( January- February, 1964), 8-13, 45.

A behavioral scientist presents an incisive analysis of managerial com-
munication. The merits of persuasion versus problem-solving techniques are
discussed in relation to organization effectiveness.

Gladwin, E. "Write Fewer Words and Save More Money." Office.
October, 1966, p. 94."

Glessner, William C. "Effective Communication," Office Executive,
May. 1958, p. 25.

Twenty -one tips for making written communication more effective. How-
ever, offers no explanation for the material presented.

Golden, L L. L "Company Pen Pals." Saturday Review, June, 1963,
PP- 58-60.
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States that people indite rporations ley the letter. they send. Briefly de-
scribes ommuniations courses formally sponsored by too inseiranee tm-
pani. fior their emplenees.

Craves, Islamic! F., and Hoffman. Lne S. S. Report lVriting. 4th ed.
Englewood Cliffs. \. J.: Prentice-Hall. 1965.

A full-tratmnt of report-es ritine.;, from data-collection to manuscript
preparation. .%lso includes a wetion on mhanies. Representative in-puts
from more than tee ent -fis e. eseentie es and nevieersity professors.

Gunning. Robert. Noe Guides to More Effective Writing in Business
and Industry. Boston: Industrial EthicMien Institute. 1964.

(*miming offers the technical writer help in analyzing the conmettreivation
problem se; that he Vitti %%rite more effectisly in it the resources of knowl-
dge hi alrad, has. Clear espression Ron% from dear thinking and tender-
Loafing.

Guth. Hans P. Words and Ideas. 3d ed. Belmont. Calif.: Wadsworth
Publishing. 1969.

A handbook for effective eeriting. with stress on sources. influences of atti-
tude.. and need for thought as factors leading to good exposithm.

Havener. Kenneth W. Writing for the Reader. New York: Business
Research Division of AT&T. 1965."

A short and concise. publication dealing with organizntirmal cmmunicathm
and its impact 4, the public

Hall. Lawrence Sargent. flaw Thinking is Written: An Analytic Ap-
proach to Writing. Boston: 13. C. Heath. 194

A study of lanstnage a a bivalent rather than it. a nenention. The organ-
izing factors of language. such a, greumnar and syntas, manipulation. and in-
herent waning. of seords are en

Hamburger. Edward. A Business Dictionary. Englewood Cliffs. N.J.:
Prentic-Hall. 1967.1'

A brief listing of term and their definitions. as used in business and
etsmonlics.

. A Business Vocabulary. New York: P & H Sales. 1966.
Very similar to A Rushers% Dictionary.

Hamilton. F. L. "Technical Vriting and the Engineer." Proceedings
of flu, Institute of Electrical Engineers. CXII ( February. 1967),
310.

Ads ovate. improvement of technical writing abilities and standards of the
engineer, through education and encouragement. The author recommend.
that writing mimes be introduced into the edocatknuil engineering enrrieu-
him early and that more encouragement be given to engineers to develop
writing
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Ham', William V. Communication and Organizational Behavior.
3d ed. Homewood, Ill.: Richard D. Irwin, 1973.

Similar to previous editions with the exception of expanded treatment of
inference-observation confusion. "bypassing,' 'allnem." and "polarization."
More emphasis on application of concepts and techniques for pmenting, or
correcting, iniscommunkation.

Hanford, Robert B. -The Ten Biggest Mistakes Letter Writers Make:
No. 1Sounding the t'rong Tone." Sales Management, April 17,
196+ PP. 34-36.

The author points nut emirs made in business letters, such as the brusque-
off, fossilized phraseology, and being too familiar. Emphasizes that the best
tone of any sates eseeutive's letter should be friendly.

. . . ". . . No. 2Failing To Organize Your Thoughts." Sales
Management. May 1, 19 pp. 47-50.

Says that to have a well-organized letter, one must know precisely what he
wants to accomplish and write the letter so that it accomplishes this. Lists
general hints to aid writing.

. ". . . No, 3Failing to Understand the Other Man."
Sales Management, May 15, 1964, pp. 71-74.

Emphasizes knowing the reader. Suggests several was to make the letter
more interesting to the reader.

". . . No. 4Neglecting Your Image." Sales Management,
June 5, 1964, pp. 61-65.

Discusses the image that the writer creates for the reader. Mentions sev-
eral ways that writers can improve their images. The mechanics of the letter
are dressed.

" No. 5Failing To Capture Attention Early." Sales
Management, June 19, 1964, pp. 39-44.

Suggests how to capture the reader's attention. Some of the points that are
covered are 'waiving the reader personally, telling a story, shocking him, and
making him use one or more of his five senses.

" No. 6Creative Candidates for the Wastebasket.*
Sales Management, July 3, 1964, pp. 45-48.

Disimses methods of avoiding the wastebasket. Interest, tone, believabil-
ity, openings, and letter quality are stressed

. . . No. 7Selling Too Hard." Sales Management. July
17, 196 PP. 43-46

Suggests methods of keening the "hardness" of the sell. Three different
ways are discussed: ( t ) validate your claim. (a) back your claim with cash.
and (3) let your product do the selling.

" No. 8Bad Manners." Sales Management, August
7, 1964, PP- 41-46.
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Discusses bad manners in letter-writing, tells what effects they can have,
and suggests how to ;wid these pitfalls.

". . . No. 9Neglecting Direct Mail Basics." Sales Man-
agement, August 24, 1964 pp. 43-48.

Deals with large-volume mailings. Comments on mechanics which can
save the firm a considerable amount of money.

. . . No. ioUsing the Wrong Direct Mail Format."
Sales Management, September 4, 1964, pp. 49-54.

Further discussion on large-volume mailings, in relation to the purpose of
the mailing and the nature of the message, the characteristics of the reader-
ship, and the amount of money available.

Harrington. L. "Better Purchasing Letters and How To Write Them."
Purchasing, August 25, 1966, pp. 86 -go."

Harris. Robert T., and Jarrett, James L Language and Informal
Logic. New York: Longmans, Green & Co., 1956.

Recommended for the reader who desires a more detailed treatment of
human communication, this book deals with the subject from many angles.
Illustrates how words can fail to carry intended meanings and offers many
worthwhile suggestions for improving oral and written communications.

Hauser, Travis L, and Cray, Lee Learner. Writing the Research and
Term Paper. New York: Dell Publishing, 1967."

This hook is a step-by-step guide to better report-writing, mainly in
academia.

Hay, Robert D., and Lesikar, Raymond V. Business Report Writing.
Homewood, Richard D. Irwin, 1957.

A basic text in blindness report writing, including problem-salting. Well-
illustrated with examples. Contains a section on grammar and punctuaton.

Written Communication for Business Writing. New
York: Holt, Rinehart & Winston, 1965.

Deals with three areas: business correspondence, report writing, and em-
ployer-employee communications.

Hayakawa, S. I., et al. Language and Thought in Action. ad ed. New
York: Harcourt, Brace & World, 1964.

Deals with the functions of language and language as related to thought-
processes.

Hayes, Joseph R., and Laird, Dugan. "Letters That Get Results."
Personnel Journal, XLIII ( July- August, 1964), 38o-81, ff.

Reviews four ways to improve letters: come to the point without delay,
maintain the integrity of the paragraph, use indentions and listings, and be
conversational as possible.



B1111,101:11APHY CW HUSINESS WHITING WAIliff 83

Henderson, Greta L. Business English Essentials. New York: Mc-
Graa -h ill,

Contain% a review of the essential% of English grammar, principles of busi-
ness writing, and effective word maw..

Heyn, Howard C., and Brier, Warren J. Writing for Newspapers and
News Services. New York: Funk & Vagnalls, 1969.

The author,. while aiming at those who aspire to carvers in journalism,
have written a direct, comprehensive program which can make a better writer
of anyone. The book includes sections on how to phrase leads and technical
variations in writing and editing for newspapers. as well as general writing
style, readability, and descrptive style.

Himbireet, William C., and Baty, Wayne M. Business Communica-
tions. 3d ed. Belmont. Calif.: Wadsworth Publishing, 1969."

While regaining the "before and after" approach to letter analysis, intro-
ductory sections on communicatkm theory, a chimer on eollectiem letters,
and an 'donnal style, the authnrs have added a new chapter on oral corn-
municatkm. synthesized the content and sections on letter-writing. re-located
a section on resume% and letters of application, mewed mechanical details of
letter-layout to the appendix. and added a new correction key in the ap-
pendix.

. Porter, Leonard J., and Maxwell, Gerald W. Business
English in Communications. Englewood Cliffs, N.J.: Prentice.-
Hall, 197o.

An extensive study of the English skills needed for various types of office
occupations, the kind% of errors most frequently made by office workers, the
aspects of English included in job-entrance tests and government tests, and
trends in English usage and letter writing.

Hodgson. Richard S. Direct Mail and Mail Order Handbook. Chi-
cago: Dartnell, -

The scope of the text is broad, covering media copy, business letters and
reports, and direct mail.

Holder, F. W. "Technician to Technical Writer." Radio-Eteetronkc
February, 1967, pp. 49-51.

Describes how one technician worked' his way into the technical writing
field. The author encourages others to follow this lead and provides tips for
thase considering such a move.

Holsti, Ole R. Content Analysis for the Social Sciences and Human-
ities. Reading, Mass.: Addison-Wesley, 1969.

An introduction and guide to content analysis as an approach to docu-
mentary research. Deals with the content of communications as evidence of
human affinities and behavior.

Hollister, W. C., and Hurysz, T. G. "Missing Link in Communica-
tions." Personnel Journal, L June, 1971), 466-72.
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Hook, Luc*, and Gave*, Mary Virginia. The Research Paper. 3d
ed. Englewood Cliffs. Prentice-Hall. 1962.

13eals with data colkction, omarriratirm, and preparation of the research
paper manuscript.

Houp, Kenneth W.. and Pearsall, Thomas E. Reporting Technical
Information. Beverly Hills, Calif.: The Glencoe Press. NW

Contains information about how to write engineering and scientific propo-
sals and reports.

and Mick le, Margaret D. Reports for Science and In-
dustry. 2IKI rd. New York: Holt, Rinehart & Winston, 1961.

A full treatment of all the major requirements. divisions, and forms of
report writing.

Hovland, Carl I.; Janis, Irving L; and Kelley, Harold H. Communi-
cation and Persuasion: Psychological Studies of Opinion Change.
New Haven: Yale University Press, 1953.

In a sense, a progress report on the preliminary phases of a long -trim
research program to insestigare principles in in persuasive com-
munication.

"How They Check Your Job Application." Changing Times. April,
1962, pp. 7, 17.

Based on studies by the American Management Association, the article
tells how prospective employers check completed job applications. Also
discusses the kinds of questions one might expect during an interview.

"How Every Salesman Can Send Selling Letters." Industrial Market-
ing. August, leas, pp. 106-7.

Discusses the successful use of a series of six letters used by one company
to cover the most common business situations.

"How Not To Write a Business Letter." Administrative Management.
May, 1965* P. 56.

Contains information about how the use of vague words and sentences
with unclear meanings cause letter writers to waste time and money.

"How To Construct Simplified Letters." Administrative Manage-
ment, November, Ig63. pp, 5.4-55.

Min :nation and description of the simplified letter which the National
Office Management Association has been advocating. Shows how to save
time and suggests aids for good letter amtent. (Nate: this letter format is
now identified as AMA style. Its moat characteristic features are the elim-
ination of the salutation and complimentary close, a flush-left arrangement
which eliminates tab settings, and a contemporary approach which is up-to-
date without sacrificing consideration for the reader. NOMA changed its
name to Administrative Management Association during the mid-sixties.)
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How To Write Effective Reports. Reading, Mass.: Addison-Wesley
Publishing, 1963.

A text programmed by Federal Electric Corporation, dealing with all as-
pects of report-writing. Can be wed for group or independent study.

"How To Write a Job Reference." Changing Times, July, 1964, p. 16.
Tips on competing meaningful letters of recommendation. taking into ac-

count Mello logical aspects in the recipient's attitude.

Hulbert, J., and Capon, N. "Interpersonal Communication in Market-
ing; an Overview." Marketing Research, IX ( February, tot ),
27-34"

Hunsicker, F. R. "How To Approach Communications Difficulties."
Personnel Journal, LI ( September, 1972 ), 68o-83.

"In Praise of Memos." Nation's Business, November, 1966, p. 70.
Contains infrmation about the effective use of mernas and their impor-

tance toward minimizing time losses.

Ireland, Otto M. "Tailor Your Letter to the Reader." Supervisory
Management,- April, 101, pp. 29-33

(;h es two czamples of poor letter writing and how these letters
should have been written. Cutlines six points which Arnold be followed when
writing a letter so that the reader will understand the message clearly.

Irmscher, William F. Ways of Writing. New York: McCraw-Hill,
1969-

A nontechnical test dealing with the nature of composition, content. style.
and mechanics.

Ironman, Ralph. Writing the Executive Report. New York: Funk &
Wagnalls, 1966.

This book covers the grammar, classification, and readability of reports.

Ivens, Michael. The Practice of Industrial Communications. London:
Business Publications. Limited. 1983-

A broad view of communicatkun, including structure, background, and
style. The emphasis is on visual and written communications and coven
aspects to human relations, trade unions, international trade, and the free
enterprise system.

Janis, Irving L., and Feshback, Seymour. "Effects of Fear-Amusing
Communications.* Journal of Abnormal and Social Psychology,

1953) 7812-
A report on an experiment that was conducted at Yale University to deter-

mine three different intensities of 'fear appeal" in a standard communication
on dental hygiene, presented to high school shadiness.

Janis, jack Harold. The Business Research Paper. New York: Hobbs,
Dorman, 1967.



JOURNAL. OF BUSINFSS COMNWNICAT1oN 11:1

A manual of standards, including bibliographic wolves for reports. theses,
and dissertations.

. %Vetting and Communicating in BUNifit'SS. New York:
Macmillan, 1964.

A wide s arity of topic, is coveted, including the scope' of business writing.
writing to communk.ate, and the language of bugles.. Also included is a
section on the organization and writing of business reports.

_ "Business Writing; In Defense. of the Cliche." Manage-
ment Review. Ot.tolx.r, I", pp. 25-a8.

Cum informatim on the saint. of the often-used elk.he and explains in
what situations they ran be used effectively.

_ . Business Communication Reader. New York: Harper &
Row Publishers, 1%8.

A carefully selected collection of readings on 1114111W aspects of the business
world. Emphasis is on the art of communicating ideas within the business
eommtmity. Suggested writing merrises are included in each section.

Jaquish. Michael P. Personal Resume Preparation. New York: John
Wiley & Sons, 1968.

One of the most important writings in one's business career is his personal
resume. By way of nunwoms illustrations, the author explains everything
from ctorring letters to resume revisions.

"job Resume: Write It Right." Changing Times, September, 1034,
p. 18.

This brief article gives a concise overview of several fob resume do's and
don'ts. It also gives a complete outline for writing a job resume correctly.

Johnson. H(erbert) Webster. How To Use the Business Library.
4th ed. Cincinnati: South-Western Publishing. 1070.

A guide for training in the use of the business library. The numntie of the
book is to familiarize the student with unfree% and their applicaton. An ex-
tremly useful handbook for students and businessmen.

Johnson. Thomas P. Analytical Writing; It Handbook for Business
and Technical W.iters. New York: Harper & Row. 1g66,

Advances the theory that informative technical and business writing is
based on "analytical presentation of detaih and logical flow of ideas" and
retests the idea that the key to successful technical writing is short words,
sentences. and paragraphs. Deals with organizing and writing technical
article* and reports.

"Organize the Report for Fast Writing, Easy Reading."
Chemical Engineering, June 30. 1g6g, pp. 104-10.

This is one of a four-article series intended to help reduce the time spent
on technical and business writing. The article suggests a report structure in
the form of a pyramid which presents material the reader wants to know first.
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Johnston, Frank M. "Writing Letters to Busy People." Supervisory
Management January, 1966, pp. 14-15.

Disenmes eight points in writing effective correspondence to executive..

joint., H. R. "Semantics and Its Implications for Teachers of Busi-
ness Communication." Journal of Busineas Communication, I
(April, 434), 1-18,

Examples of how reactions to certain words can vary from listener to
listener. A study of foorable and unfavorable words Is discussed

!ones, Alexander E., and Faulkner, Claude W. Writing Good Prose:
A Structural Approach to Writing Paragraphs and Themes. New
York: Charles Scribner's Sons, 1968.

A test designed to train students in writing effective, well-organized com-
positions and to acquaint them with the structure of expository prose. A very
technical treatment of the subfect.

Jones, D. M. "Presenting Papers for Pleasure and Profit." Damna-
tion, November, s968, p. 8+

Provides recommendations to individuals who may want to present papers
at technical conferences. Recorruoredations include a selection of conferences
and methods of presentation.

Jordan, S. E. "Cereal Companies Get Letters That Go Snap, Crackle
and Pop." Public Relations Journal, XXVIII ( May, 1972), 29-21,1'

Kapp, Reginald 0. Presentation of Technical Information. New
York: Macmillan, 1957.

Kaysing, W. C. "Engineers and the Technical Writer." Chemical
Engtneering, July 18, 1966 pp. It* 84,

Suggests that industry use specialized technical writeo to handle material
for engineers who have neither the skills nor the time to prepare polished
technical reports and speeches.

Keelan, C. I. "A Most Prosaic Use of Time-Sharing." Damnation.
February, igo, p. 137.

Time-sharing in writing short management reports can save time and
money.

"What It Costs To Communicate." Office, December,
1991, pp. 71-73.

Factors involved will not vary; figures will. Dartnell Corporation (( hicago)
maintaku very current figures on the cost of conwpondence. in her syndi-
cated column, Sylvia Poster deals with these factors and figures at least once
a yet/.

"Keep Your Business Letters Interesting." Supervisory Management,
February. 1971, pp. 27-29.

Pointe.' on writing dearer, more effective, and interesting badness letters.
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Keith ley, Erwin M., and Thompson. Margaret H. English for Mod-
ern Business. rev. ed. Homewood. Ill.: Richard D. Irwin, 1972.

The goal of this text is to focus students' attin.ifou on the sentents. and
how it may be used effective}) in writing and speaking.

and Schreiner, Philip j. A Manual of Style for the Prep-
aration of Papers and Reports. Cincinnati: South-Western Pub-
lishing. 1971.

A style manual based on the premises that writing is to reading as speak-
ing is to listening. that mechanics can 1w systemstized. and that form and
content are inseparable. Contains several models.

Kelly, Mon W. "Memos That Get Across: Some Pointers on a Ne-
gleted Art." Management Review. December, 1958, pp. 10-17.

Some practical hints in improving written communication, particularly
memos. Makes a good ease for brevity and offers methods to achieve it. Also
totit% on the subject of clarity. organization, tnne. and incentives to better
eimummications.

. . "Do You Write Memos They Want To Read?" Super-
visory Management, October, 1962, pp. 8-12.

Hrvsih is the main them of this article, with amusing and provocative
illustrations and suggestions for its achievement.

Kendig. W. L. and Johnson. T. D. "Developing Systematic Report-
ing Strutures." Management Advisor. January, 1972, pp. 20-26."

Kenerson. David R., ed. Business and Economic Information &-
sources of the Iniversity of South Florida LibraryAn Annotated
Bibliography. Tampa. Fla.: College of Business Administration,
1968.

The title is self-explanator. A very useful source for students in business
administratkm and economics wishing to become familiar with standard
refererwrs in the university library.

Kereks. Frank, and Winfrey, Robley. Report Preparation. ad ed.
Ames, Iowa: Iowa State College Press. 1951.

Kern, Janet. "When You Write A Letter of Condolence." Reader's
Digest. %Mi. 196o. pp. a3-34.

Tips on how to write an appropriate letter of condolence without becoming
maudlin.

Keyes, L(angley ) C(arlten). "Profits in Prow." Harvard Business
Review. XXXIN ( January-February. 1961). 305-12.

Errors, and how to make them, in advertising and other aspects of corn-
mitnicatirm.

King. F. L "Use the Right Writing Instrument." Office, September,
1970, p. SS."
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Kirkpatrick, T. W., and Breese, M. H. Better English for Technical
Writers, or Call a Spade a Spade. New York: Macmillan, 1961.

A test full of examples and how to profit (men them. It is intended to point
out the more eimmum and grosser errors found in wilting. It is mainly ad-
dressed to argriculturisb but has chapters on other fields (clops!).

Kish, Joseph. "Unnecessary Paperwork." Data Systems News. Octo-
ber, 1970, pp. 5o, 54

Presents in detail, the manager's role in controlling unnecessary EDP
reporting.

. '''Ve Improved Correspondence and Reduced Its Cost?
Office, November, 1g62, pp. 101-2.

Kitchin, J. E. "Getting Results from Business Letters." Electronics
World, July, 196o. p. 115.

Mapper, Joseph T. The Effects of Mass Communication. Glencoe,
IlL: The Free Press, 196o.

Klein, Lawrence R. "Writing Problems in the Social Sciences?
Journal of Business Communication (issue and date, n.a. ).

A reprint of a paper delivered at the Annual Meeting of the American
Personnel and Cuidanee Associatin. San Francisco. California, March 23.
1964, when Mr. Kirin was Editor-in-Chief of the Monthly Labor Review.

Koch, Byron J. "Producing Computer Letters from Name and Ad-
dress Files." Computers and Automation, July, 1971, pp. 16-17.

Emphasizes typical problems and errors that occur in programming com-
puter letters, with suggestions on how to prevent these errors.

Koch, Felton J. "The DID() Technique for Effective Communica-
tion." Advanced Management, October, 1956, pp. 19-21.

Demonstrates a method of improving written and oral ecniiiiiiiniattkinti
that the author refers to as the DIDO (define, index, date. and orient)
technique. Uses sound, easily understood examples.

Koral, R. L "How To Write for Techn;cal Magazines." Mr Condi-
tioning. Heating, and Ventilating, May 1969, pp. 89-91.

A reprint of a presentation to the American Society of Plumbing Engl.
neer.. September 13. 1968. The presentation encourages members to publish
articles for technical vernal. and provides same "need-to-know" information.
It emphasizes that published articles are a mesas of teaching.. "How To Write Technical Articles for Publication." Air
Conditioning, Heating and Ventilating, August, 1969, pp. ro3-4.

A more expanded version of the article published in the May, rgeg issue.

Korman, Abraham K. "A Cause of Communications Failure." Per-
sonnet Administration. XXIII (May-June, 196o), 17-21.
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A study of how everyday communication concepts can have different
meanings at different management levels.

Kraft, D. A. "Sometimes a FOUR Letter is Not the Right Answer."
Office, April, 197o, p. 34 and ff.

Krepela, Rick. "The Power of a Postcard." The Reporter of Direct
Mail Advertising. January, 1963, Pp. 3o-31. (Title of publication
subsequently changed to: Direct Marketing Magazine.)

Tells how a small, specialized photo studio became well-known and
prosperuus through the use of the picture Postcard at a cost of t3.00
monthly.

Krey, Isabelle, and Metzler, Bernadette V. Effective Writing for
Business. New York: Harcourt Brace Jovanovich, 1972.

A complete introduction to business correspondence. Includes general
principles of good writing as well as techniques of specific types of business
correspondence.

Kromer), Ruth. "Undiplomatic Correspondence." The Atlantic
Monthly, May, 1962, pp. 105-6.

A humorous article on a pen-pal type of relationship and the trouble it
can lead to if the wrong words are used with people who do not fully under-
stand our language.

Kuhl, Art. "Clear Writing Needs Clear Thinking." Supervisory Man-
agement, October, 1967, pp. 10-14.

Gives suggestions for better business writing using the humorous touch.
Suggests use of logic and planning in constructing letters.

Lahiff, James M. "Clear Up Communication Static." Supervisory
1,4 .nagentent, October, 197o, pp. 21-29.

Article deals with various drawbacks in the contmunication process. Talks
of the effective use of the memorandum, but in the appropriate circumstances.
Other means may be more likely to obtain desired results.

Lamb, Marion M., and Hughes, Eugene H. Basin** Letters, Me
on *rums, and Reports: A Basic Text in Business Communications.
New York: Harper & Row, 1967.

An encellent guide to correct letter writing, with a great deal of War-
*nation on reports.

Lambuth, David, et al. The Golden Book on Writing. zd ed. New
York: Viking Press, 1964.

This fecund edition contains a chapter on business writing by Walter
O'Meara and a humorous introduction by Budd Schulberg. A style book to
be used for report writing.

Larson, Lenna A., and Koehele, Apollonia M. Reference Manual for
Office Employees. 4th ed. Cincinnati: South-Western Publishing,
1959.
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Intended primarily for the secretary or typist, but a good reference work
for anyone who does much business wilting. The material is well-arranged
for ready reference to specific problems in the mechanics of writing,

Lawton, Esther C. "Everyone Wants To Be Shakespeare." Personnel
Administration, XXIV ( January-February. 1961), 31-32.

Comments on the faults of letter reviewers. Lists the main faults and con-
cludes by asking reviewers to check three things when editing a letter or
memorandum.

"The Other Side of the Coin: Or. Everybody Sure Does
Want To Be Shakespeare." Personnel Administration, XXV ( Jan-
uary-February, 1962 ), 43.

In defense of replies to prvvhms article. Shows faults of subordinates in

letter - writing.

Lesikar, Raymond V. Business Communication: Theory and Appli-

cation. rev. ed. Homewood, Richard D. Irwin, 1972.
Stunmarizes appropriate areas of communication theory and then relates

theory to applicationns in business. The first six chapters, on the neuro-
physiological process of communication, are excellent.

Report Writing for Business. 4th ed. Homewood, Ill.:

Richard D. Irwin, 1972.
Emphasizes the organization and writing of reports. Also stresses research

methodology which precedei4 report preparation.

Levin, J. "What It Costs To Communicate." Office, April, 197o, pp.

59-63."
Lewis, Ronal() B. Accounting Reports for Management. Englewood

Cliffs, N.J.: Prentice-Han, 1957.
Deals primarily with accounting reports but contains much that can be

applied to other types of reports. Offers many techniques for improving
reports. especially from the standpoint of making them easy to read. Many
examples and illustrations are included.

Lipman. M. "How To Sharpen Your Business Writing: Letters."
Business Management, August, 1961, pp. 34-35.

Louviere, Vernon. "Keeping in Touch During a Walkout." Nation's
Business. September, 197o, p.

Article deals with the idea that written communication with one's em-
ployees during a strike is of vital importance to help make negotiations move
much more smoothly.

Lull, Paul E.; Funk, Frank E.; and Pierson, Darrel T. "What Com-
munications Mean to the Corporate President." Advanced Man-
agement, March, 1955, pp. 17-2o.

Presents the results of a survey of the presidents of the nation's too largest
corporations regarding their attitudes on communications. The answers to
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questions in such 'areas as methods, results, training, and the relationship of
communications ability to managerial ability were tabulated.

Lull, Robert A. "Reporting Results: Get to your Boss Before He Gets
to You." Supervisory Management, March, 197 pp. 9-14.

Procedures and controls for writing reports without distorting them.

Lunch, Robert "Don't Make All of Them Write." Machine Design,
October 12, 1967, pp. 173-75.

The author advocates the use of technical writing specialists to prepare
polished technical articles, reports, and papers. He suggests that it is not
only more economical in that highly paid engineers can be putting their
time to better use, but that some engineers and scientists can never become
writers no matter how much training they receive.

Mandel, Siegfried, and Caldwell, David L Proposal and Inquiry
Writing. New York: Macmillan, 1962."

Analysis of the structure, content, and language of proposals; descriptions
of the procedures and techniques for writing.

ed. Writing in Industry. VoL I. Brooklyn: Polytechnic
Press of the Polytechnic Institute of Brooklyn, 1959.

Seven papers on various aspects of writing in business and science. Se-
lected from the Proceedings of the Conference on Writing and Publication
in Industry, sponsored by the Polytechnic Institute of Brooklyn. Problems
of writing in science and industry are discussed, with an acknowledgement
of the need for good writing.

Matthies, L H. "Let People Show in Your Writing: Office, May,
196o, pp. 12-13."

"Why Johnny Don't Write Good." Office, September,
i97o, p. 7o and ff."

May, Mari. "Better Business Letters? Here's How: Supervisory
Management, November, 1965, pp. 36-38.

Suggestions for better letter writing and "checks" to use for proofreading
a letter before it is sent.

May, Robert C. "How To Improve Your Sales Correspondence: In-
chsstrial Marketing. October, 1965, pp. 86-92

Discusses in detail, with =amides from actual correspondence, bow to
write a sales response letter.

Maydew, J. "`Breaking the Communicating Barrier: Industry Week,
April 24. 1972. RI 5012."

Mayer, J. R. "How Letter Analysis Can Improve Correspondence."
Office, July. 196 69-72."

Mayo, Lucy Graves. Communications Handbook for Secretaries.
New York: McGraw-Hill, 195&
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Designed to aid the secretary in improving her communication shills, this
is a technical manual on the mechanics of correspondence. Contains same
theory of communications and has an excellent guide to grammar and

punctuation.

"Max-imizing Your Letter Writing." Sales Management, June 15,

1969, PP. 52-54-
Discusses development of a system to cut costs in letter writing.

McCauley, I). E., Jr. "Memo on Memos: Write Less, Say More."
Supervisory Management, May, 1963, pp. 8-9.

Uses a bad example and corrects it. CM'S several hints to make mem-
oranda more effective.

McDonald, C. "Making Sense Out of Numbers." International Man-
agement, August, 1970, pp. 18-21."

M.Laughlin, Ted J.; Blum, Lawrence P.: and Robinson, David M.
Communication. Columbus. O.: Charles E. Merrill Books, 1964."

Offers the reader the opportunity to see management communication as a
whole, involving people, practices, and principles. At the same time, the
reader should expect to acquire understanding and proficiency in specific

forms of communication.

Menger, M.K. "Unique Insurance Firm Demonstrates Effective Cor-
respondence System." American Business, February, 1960, pp.
21-24.

Menning, Eack) H( arwood), and Wilkinson, C. W. Communi-
cating Through Letters and Reports. 5th ed. Homewood, III.:
Richard D. Irwin, 1972.

Designed to improve the reader's written business communication, the
text is based on three central concepts: instruction in principle, Illustration,
and application. Text begins with the fundamental criteria appropriate to
all business communication: appearance, language and style, tune, and
Ps ychology

Meredith, Patrick. Instruments of Communication,' An Essay on
Scientific Writing. Oxford and New York: Pergamon Press, 1966.

This lengthy essay is the result of the author's concern that there is a prob-
km of communication within the scientific community. In this essay, the
author attempts to deal with this problem of what he refers to as "interdis-
ciplinary communication within science."

Meyers, Manny. "Diatribe of a Technical Editor." Chemical Engi-
neering, October 7, 1968, pp. 184, 186.

A humorous description of technical writers from the viewpont of the
technical editor who is charged with the responsibility of making the writer's
material publishable.
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Miles, Aetna. Technical Speller and Definition Finder. 1st ed. Indi-
anapolis: Ilowsu.d W. Sams, 1965.

This hook lists an alphabetical index of wards most freemen* used by
today technical writers. me boa is designed to assist the technical writer
in spelling and capitalization: references are made to other sources For
definitions.

Miller, Helen M. "The ABC's of Good Technical Writing." Super-
risory Management, August, 1965, pp. 14-17.

The A9c.'s are the find letters of the words, "at,uritcy." "brevity," and
"clarity."

Mintz, Harold K. "Business Writing Styles for the ris." Business
Horizons, August, 1972, pp. 83-87.

Begins with the basic elements for effective business communication and
develops; each in turn. Cood writing style is easy to recognize, but difficult
to achieve. However, development of good style is possible and the author
shows how.

Mitchell, John. A First Course in Technical Writing. London: Chap-
man & Hall, 1967."

A general survey text for the beginning technical writer. Tb author
touches on data collection, basic writing and illustration principles, prep-
aratnn of technical reports, and miscellaneous forms of written technical
communication.

Handbook of Technical Communication. Belmont,
Calif.: Wadsworth Publishing, 1962.

This is a handbook dealing with all types of technical report writing, its
functions and structures.

Writing for Professional and Technical Journals. New
York: John Wiley & Sons, 1968.**

A good source for the novice, or the professional, who is considering writ-
ing an article for a technical journal. The book covers the full range of
writing from planning the article through the presentation sequence and
standard sections of the journal article. In addition, the author has included
a collection of representative style guides of various journals, along with
selected journal articles as models.

Moore, Michael D. "Communication Between Manufacturing and
Systems Groups." Journal of Systems Management, XXI (October,
1970), 22-24.

Ponders the idea that improving systems within a anporatical can be
difficult because of poor communications between the systems group and
the user departments. It also presents the fact that the manufacturing de-
partment can be the real troubles spot in the communications process.

Morris, Jackson E. Principles of Scientific and Technical Writing.
New York: McGraw-Hill, 3966.
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A text oriented toward developing skilled writing style rather than dealing
with specific styles and formats which differ greatly in actual use. In addi-
tion to experience. it gives the reader an overview of the types of technical
writing requirements one can expect to encounter in industry.

Morris. Steele. "Planning and Creating Superior Proposals." Man-
agement Review, November, 1964 pp. 37-44.

Points out the six vital factors which determine the make-up of the pm-
posal and emphasizes the need for thorough, clear content and good or-
ganization.

Mowrvr, 0. Hobart. "Truth in Communication." Journal of Business
Communication, II (October, 1964), 18-24.

This article deals with the misrepresentation that Lq included in much of
the business communication today, including company publications and
business letters.

Muller, D. G. 'State Mutual Life Had Novel Course for Letter Writ-
ers." The National Underwriter, December 17, 196o, p. 9.**

Murray, M. W. "Written Communication, a Substitute for Good
Dialog." American Association of Petroleum Geologists Bulletin,
LII ( November, 1968) 209217.

The author suggests that the technical article be thought of as a substitute
for conversation. as an end to achieving technical writing which is forceful
and direct. He also recommends that selection of words should be based on
common sense and good judgment.

Neidlinger, Earl W. "CommunicationsSi, GrapevinesNo." Office
Executive, November, 1961, pp. 32-33.

This article tells why it is important to have good communications net-
works in industrial communities, and why it is unhealthy to let company in-
formation circulate by the grapevine and gossip.

Neidt, Charles 0., and Sears, Eugene. "Increasing Employee Under-
standing of Company Policies and Operating Philosophy." Per-
sonnel Journal, XLII ( June, 1963), 276-80.

This is a noteworthy article which describes how many directors are faced
with the problems of communicating company policies and operating philoso-
phy to employees. How best to do this depends on the particular situation
involved.

Nelson, j(oseph) Raleigh. Writing the Technical Report. 3d ed.
New York: McGraw-Hill, 1952.

Nirenberg, Jesse S. "Communicating for Greater Profit." Personnel
Journal, LII ( February, 1973), ii6-20.

How profits can be increased by systematizing communication to achieve
mind-interaction that gets more good ideas huptemented, diminishes wrong
or wasteful actions, steps up productivity. lowers turnover, and increases
sales.
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Organization for Economic Co-operation and Development. Con-
ference on Communication of Scientific and Technical Knowledge
to Industry, Stockholm: Organization for Economic Co-operation
and Development, 1963.

A report of a meeting held in (k'tobcr, 103: i.e., proceedings.

Palen, Jennie M. Report Writing for Accountants. Englewood Cliffs,
N.J.: Prentice-Hall, 1955.

An aid to the accountant in the preparation of financial statements and an-
nual reports. Provides stop -bv-step instructions for the preparation of the
more common financial reports ( i.e., audits). Includes section on writing
techniques that deals well with pertinent considerations.

Paradis, Adrian A. The Research Handbook. New York: Funk &
Wagnalls, 1966.

An excellent guide to reference sources in libraries, use of microfilmed
newspapers. location of statistical information in tables and charts, and so
forth.

Parker, William Riley. The MLA Style Sheet. New York: Modern
Language Association, 1968.

The standard style format guide for research papers in literature, modern
language, and the humanities.

Parkhurst, Charles Chandler. Business Communication for Better
Human Relations. Englewood Cliffs, N.J.: Prentice-Hall, 1961.

A tight interweaving of communication and human relations in business
writing.

Pearsall, Thomas E. Audience Analysis for Technical Writing. Bev-
erly Hills, Calif.: Glencoe Press, 1969.

Deals with different levels of audiences in the technical field, such as lay-
men, executives, experts, technicians, and operators. At each level, the author
suggests effective approaches. Contains samples of writing from government
and industry.

Pearson, J. W. "Writing Is a Technical, not Literary, Assignment,"
Machine Design, February a, 1967, p.

Suggests that emphasis in technical writing is misplaced. Rather than pre-
occupation with syntax and word choke, the emphasis should be on simple,
logical organization of material.

Perlmutter, Jerome H. A Practical Guide to Effective Writing. New
York: Random House, 1965.

Chapters devoted to planning, preparation, and revision of all forms of
written communication.

Perrin, Porter Gale, and Smith, George H. The Perrin-Smith Hand-
book of Correct English. Chicago: Scott, Foreman, 1962,

A revised high school grammar book, helpful as a guide to word usage,
punctuation, syntax, agreement, and so forth.
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W riters Guide and Index to English. 3d ed., rev. Chi-
cago: Scott, ForesMan, 1959.

Resource text on English usage. Projrresses from a review of basic sen-
tence structun to consideration of irsearvh, organiz.ation, and writing of
Pavers.

Pinkerton, James E., and Hay, Robert D. "Programmed Instruction
in Business Communication Courses." Journal of Business Com-
munication, I ( March, 1964), 19-23.

Article outlines method.s to be used when incorporating programmed in-
struction into business communications antrses.

Popper, H(erbert). "How Easy Is It for You To Write?" Chemical
Engineering, May 24, 1969, p. 130.

Article suggests methods that companies can use to encourage engineers
and professiumd people to write articles. The article further suggests steps
to be taken to keep from discouraging technical writing.

-Six Guidelines for Fast, Functional Writing." Chemical
Engineering, June 3o, 1969, 118-22.

The fourth in a four-article segment intended to help reduce time spent
on technical and business writing. This article describes six suggestions for
expediting the writing of a technical or business article.

Porte, Michael. "Needed Research in Business Writing." Journal of
Business Communication, I (October, 1963), 23-28.

Outlines the history of business communications and the research that has
been done on the subject in the past and up to the publication date of this
article.

Postley, M. G. "Do You Always Say ( Write) Exactly What You
Mean?" Office, June, 196o, p. 14."

"Producing an Effective Business Letter Manual." Administrative
Management, November, 1965, p. 56.

Discusses ways to compile a useful letter manual and suggests what it
should contain.

"Producing Technical Manuals at i,600 Words A Minute." Industrial
Marketing, August, 1966, pp. 63-65.

Describes IBM's experience in the we of the Model 360 computer to set
type and to manipulate text for offset instruction manual production. Em-
phasizes that the method is practical and extremely fast but rather costly.

Rathbone, Robert R., and Stone, James B. A Writer's Guide for
Engineers and Scientists. Englewood Cliffs, N.J.: Prentice-Hall,
1962.

An analysis of the ma* problenss technical people face when writing re-
ports. The authors offer specimen reports to show bow these problems can be
solved.
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Communicating Technical Information. Reading, Mass.:
Addison-Wesley Publishing, 1966.

A guide for engineers and scientists in writing more effectively.

Raudscpp, E. "How To Work with the Fourth Estate." Machine
Design. December 7, 1967, PP. 145-47.

Deals with the presentation of technical information to the press which
must pass this information along to the man in the street.

Raymond, Thomas C. Problems in Business Administration: Analysis
by the Case Method, ad ed. New York: McGraw -Hill, 1964.

Cases in business administration more concerned with organizational be-
havior than communications, per w.

Redding, W( illiam ) Charles, and Sanborn, George A. Business and
Industrial Communications: A Source Book. New York: Harper
& Row Publishers, 196+

Supplies both business and academic readers with a survey of the most
critical viewpoints concerning human communication in business organiza-
tions, along with a representative sampling of basic methods and techniques.

Redfield, Charles E. Communication in Management: The Theory
and Practice of Administrative Communication, sd ed. Chicago:
University of Chicago Press, 1958.

Deals with the theory of communications, bath oral and written. An under-
standing of the concepts presented will improve anyone's communication

Reid, James M., jr.. and Wendlinger, Robert M. Effective Letters.
ad ed. New York: McGraw-Hill, ism.

A programmed test, developed in en-operation with New York Life In-
surance Company. Topically arranged but also includes an appendix on
letter layout, other matters of form, and mechanics. Dr. Robert L. Shutter
(q.v. ) was the consultant on this text.

Reisman, S. J., ed. A Style Manual for Technical Writers and Editors.
New York: printed for the Lockheed Aircraft Division by Mac-
millan Company, 196s.

Deals thoroughly with technical publications, reports, proposals, and man-
uals. Special emphasis Is on organization, including format and grammar.

Reitzfeld, Milton. "A Master Reporting Plan." Office Executive,
August, 1961, pp. 88-go.

The problem that consultants and internal organization staff personnel
face in getting the right data needed to the right person at the right time,
and at reasonable cost, is the purpose of this article.

Rivers, William L.; Peterson, Theodore; and Jensen, Jay W. The
Mass Media and Modern Society. San Francisco: Rinehart Press,
1971.
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Deals with the "NOW' mass media and disc -Imes the impact which this
segment has on a world-wide basis.

Roget's International The nsrus. 4th ed. New York: Thomas Y.
Crowell, 1972.

An indispensable vatir meeting for the serious stylist dedicated to omit:c-
oma and preciseness. A collection of synonyms and antonyms with their fine -
line shades of meaning; also meellent for defining and using idhinis correctly.

Hoban, Thomas M. "C,etting Through to the Troops." Management
Review, May, 1972, pp. 47-50.

Qinimunications to employees regarding policies and other sensitive mat-
ters: how to get the message through to encourage employees to take more
interest in their work, put forth more effort, waste less, and occasionally make
a few coneercsions to management.

Rosenstein, Alan B.; Rathbon, Robert H.; and Schneerer, William F.
Engineering Communications. Englewood Cliffs, N.J.: Prentice-
Hall, 1964.

Combines theory and practice: the first part of the text covers cosnmuni-
cation theory; the second and third parts relate the theory to oral and written
communications.

Rothery, B. "Generation of Technical Information." Data Processing
Magazine, July, 1966, pp. 36.37.

Emphasizes the importance of well-written technical information in to-
day's world where vast amounts of technical data are being generated both
manually and by computer.

Rothwell, %V. S., Jr. "Financial Communication: What, Why, How
and Who." The Controller, September, 196o, pp. 408-1o, 432.

Expresses the idea that financial communicatimu; should be styled, or de-
signed, to promote easy assimilation of important points. The controller
should also pmvide prompt. complete, and reliable communication of fact
and estimate.

Rummel, J. Francis, and Ballaine, Wesley C. Research Methodology
in Business. New York: Harper & Row, 1963.

Introductory text on research methodology. Good point of departure for
students not thoroughly familiar with research design.

Ryan, E. M. "Your Business Letters Have Become a First Class Ex-
pense." Administrative Management, August, 1962, pp. 56-57

Discusses factors which affect letter costs and suggests ways of reducing
these expenses.

and Weld, C. M. "Cutting the Costs of Correspondence,"
Administrative Management, October, ig63, pp. 42-46.

Further dismission. similar to that listed immediately previously.

St. John, Michael. "Do You Get Your Message Across?" Nation's
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Business, August, ig72, pp. 66437.
Discusses a sales approach to writing messages that will get desired results.

Saunders, Alta C(ainn), and Anderson, C. R. Business Reports.
New York: McGraw -Hill, no.

An early treatment which signalled the flood of materials on the subject
soon to foliose.

and Creek, Herbert LeSourd. The Literature of Busi-
ness: Contemporary. Westport, Conn.: Creemvood Press. Iwo.

Deals with correct hum for handling reports, essays, including selections
from contemporary writers. Book was originally published, with single au
thorship. in iu46.

Sayles, Leonard R., and Dowling, William F. "Check Your Credi-
bility Rating." Supervisory Management. September, 1971. up.
38-42.

Tells how a supervisor acquires a "passport" of credibility: by telling the
truth and being sure that his actions support his words.

"Employee Communication: It's Easier When You Know
How!" Supervisory Management, August, igikt, pp. 12-15.

Arguer that the single most important factor in better communication is
feedback. These are some additional communication aids: protection. bath*,
believability, simplicity. repetition, and originality.

. "On the Job Communication: Why Isn't It Easier?"
Supervisory Management. July, 1962, pp. 2-6.

Describes various barriers that impede communication between a super-
visor and his subordinates.

Scheer. Wilbur E. "Words." Office Executive, November, ig6i, pp.
19-21.

A thought-provoking article on how to avoid wordiness in written com-
munications by writing in a clear, logical, and concise style.

Schramm, Vilbur Lang. Communications and Changes in the De-
veloping Countries. Honolulu: East-West Center Press, 1967.

Communications in Modern Society. Urbana, Ills Uni-
versity of Illinois Press, !OS.

A thorough discussion of fifteen studies of the mass media prepared for
the University of Illinois. Institute of Communication Research.

Mass Media and National Development. Stanford.
Calif.: Stanford University Press, 1964.

A report on a study conducted by the United Nations and UNESCO. De-
serdxss the effect of communication on a world-wide basis, as a means of
114-cting social change. Also suggests how adequate and effective communi-

cation changes can be made more easily and quickly.
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Schreiber, Flora Rheta. "What Writing Letters Can Do For You."
Reader's Diggst, December, 196o, pp. 71-74.

Suggests how an effectively written letter, business or personal, can bring
one much satisfaction and profit.

Schutte, William M., and Steinberg, Erwin R. Communication in
Business and Industry. New York: Holt, Rinehart & Winston, 1960.

Deals with the ability to apply basic principles effectively. The funda-
mental matters, such as business jargon and wasteful prose, are covered.
Contains many case studies.

Schwartz, J. "Personalized Correspondence." Best's Insurance News,
November, 1963, pp. 14-16."

Sears, Donald A.. and Smith, Henry A. "A Linguistic Look at Aero-
space English? Air Force /Space Digea, December, i969 pp.
76-80.

neviews tome of the ways the aerospace age and associated engineering
jargon have affected modem language patterns in technical writing.

"Selling Ideas Up the Organization? Industry Week, August 3,
1970 pp. 24-25."

Sharp, Hugh T., ed. "How To Sell Your Next Idea." Chemical En-
gineering, September, 1955, pp. 2110-24.

Applies standard techniques of verbal and written communication to the
problems of the engineer. Discusses these bask techniques in language the
engineer can understand.

Shearring, H ( enry ) A ( rthur ), and Christian, B( rian ) C ( rossley )
Reports and How To Write Them. London: George Allen and
Unwin, Ltd., 1965.

Step-by-step instruction of principles involved in writing effective repasts.

Sherman, Theodore Allison. Modern Technical Writing. ad ed. En-
glewood Cliffs, N.J.: Prentice-Hall, 1966."

Coven the general form of technical writing, with special emphasis on the
writing of tel reports. technical proposals, and Wen applicable to
the technkol kids.

Shidle, Norman C. The Art of Successful Communication: Business
and Personal Achievement Through Written Communication.
New York: McGraw-Hill, 1965.

Short, Albert W., jr. "New Directions for Reports Management."
Journal of Systems Management, XXII (August. 1971), 16-1&

stresses a positive approach to a reports management program.

Shultis, Robert L. "Must Accountants' Writing Be So Dull?" Man-
agement Amounting, October, 1969, pp. 23-25.
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The author offers a set of guidelines to improve communication in the
field of accounting.

Shurter, Robert L.; Williamson, J. Peter; and Broehl, Wayne G., Jr.
Business Research and Report Writing. New York: McGraw-Hill,
1965.

A detailed look at reports. Deals concisely with all aspects of business
report writing and covers the subject cogently and concisely.

. and Pierce, John R. Critical Thinking: Its Expression
awl Argument. New York: McCraw -Hill, 1966.

Deals with the rhetoric and logic of exposition.

, and Williamson. f. Peter. Written Communication in
Business. arl ed. New York: McGraw-Hill, 1964.

A full treatment dealing with principles. techniques. types, and self-devel-
opment on the job. Includes a section on cases and reference section dealing
with grammar.

_ Written Communication in Business. 3d ed. New York:
1971.

Similar to the second editim, but includes addition of several actual busi-
ness problems which force the student to think in terms of decision-making
on the job.

Sigband, Norman B. Effective Report Writing: for Business, Indus-
try, and Government. New York: Harper & Bros., 196o.

Deals with principles of report-writing for specialized areas, including ac-
counting, management. marketing, engineering, and government. with equal
emphasis on business correspondence.

"Writing Reports That Lead to Effective Decisions."
Supervisory Management, June, 197o, pp. 2-6.

Gives reasons for ineffective report-writing and suggests ways to correct
this all too common situation.

Singer, T. E. R., and Smith, Julian F. Abstracting Scientific and Tech-
nical Literature: an Introductory Guide and Text for Scientists,
Abstractors, and Management. New York: Wiley-Interscience,
1971.

The title is entirely descriptive and needs no further comment.

, ed. Information and Communication Practice in Indus-
try. New York: Reinhold Publishing, INS.

Sklare, Arnold B. Creative Report Writing. New York: McGraw-
Hill. 1964.

Cumulative approach to understanding the principles of effective writing
as a prelude to writing a creative report.
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Skrentny, B. "Can Communication System Aid in Selling?" National
Underwriter, May io, 1969, p. 8.

Slattery, James L Business Letter Writing. Garden City, N.Y.: Dou-
bleday, 1965

A general study of modem letter-writing, stressing clarity and brevity.

Smart, Walter Kay; McKelvey, Louis William; and Geffen, Richard
Conrad. Business Letters. 4th ed. New York: Harper & Bros.,
1957."

Publication date notwithstanding, still a generally sound treatment of the
subject of business letter-writing. One of the few texts to deal with form and
guide letters in some detail.

Smith, Bruce L, and Smith, Chitra M. International Communication
and Public OpinionA Guide to the Literature. Prlowton, N.J.:
Bureau of Social Science Research, 1956.

A continuation of Promos '1, Communication and Public Opinion. Cites
and describes hooks, *meals, and public affairs magazines published be-
tween mid-1943 to mid-i956, and includes some materials published as late
as 1956.

Smith. Charles B. "What Do You Mean?" Personnel Journal, XL,
No. a (1961),

Deals with how to achieve understanding in communicating with other
people by conveying accurately the thoughts of one person to another.

Smith, S. L. "Balance Sheet for Letter Writing." Office Executive,
January, I96o, pp. 0-28."

Smith, Terry C. How To Write Better and Faster. New York:
Thomas Y. Crowell, 1965."

Shows how to get to the point without being abrupt. Offers many guide-
lines and stresses planning, writing, and editing.

"You Can Improve Your Engineering Communications."
Machine Design, February 2, 1967, pp. 104-7.

Provides suggestions for establishing a course to teach engineers to write.
Includes a bibliography of possible texts and related leading materials.

Snataro, L "Do You Ever Have a Feeling No One Is Listening?"
industry Week, January 19, 1972 pp. 48-49.

Spatare, Lucian. "Business Letter Writing: Its Unique Contribution;
Its Relationship to Other Areas." Amerce Business Writing As-
sociation Bulletin, February, 1964, pp. 2344

Stansfield, Russell N. "Your Better Business Letter." Balance Sheet,
May, 1960, PP. 40-41.
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Contains important tips in the teaching of good business letter-writing in
business education courses in secondary schools.

Stayer, Harry R. "Do You Need an Improved Cormspondence Pro-
gram?" American Business Writing Association Bulletin, February,
1984, pp. 12-18."

Deals with management's problems in keeping effective business com-
munications programs in industry.

Stead, Bette A. "How To Make a Good Impression When You
Write." Supervisory Management, October, 1971, pp. 15-18.

Emphasizes simplicity in writing style to make messages dear.

"A Statistical Analysis of the University of Houston Busi-
ness Communications Laboratory Program." Journal of Business
Communication, VI, No. i ( Fall, 1968), 25-3o.

An analysis of the results at a laboratory study of students who had
achieved low scores on an examination of verbal skills. The Houston labora-
tory program proved to be helpful in strengthening students' verbal abilities
and might well he added to the communication offerings at other universities.

Steiner. Albert T. "Business Communications in Education." Busi-
ness SVorld, JIM, 1972.

Stern. R. "Better Human Relations Through Better Communications."
Supervisory Management, June, 1971, pp. 4-7.

Suggests how to set up good relations through written communications.

Stearns, R. L "Is the Much Maligned Memo Really as Bad as Some
Say?" Public Relations Journal, XXVIII ( February, 197s), 44.

Steere, Ralph E. "Reports and Decisions: Russian Roulette?" Ad-
vanced Management-Office Executive, November, 196s, pp. 1-13.

Various uses of the graph in making executive decisions.

Stewart, Jane. "Getting Your Story to Employees." Printers Ink, May
19, 1961, PP. 58-60.

A study of how to achieve better rapport between employer and employee
by using written communication that can be understood by the employee.

Stone, Bob. "Personalized Computer. Letters Come of Age." Adver-
tising Age. July 2+ 1969. PP. 54-57.

Discusses the use of letters with personalized references, using the com-
puter. Also suggests guidelines for more effective use of such letters.

Stone, W., and Bell, J. G. Prose Style: A Handbook for Writers. New
York: McGraw-Hill, 19613.

A guidebook to style, research strategies, usage, and tone in writing.

"Stop Writing Costly Letters." Management Methods, July, 1961,
PP. 36-37...
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Strenski, James B. "Two-Way Communication: A Management
Necessity." Personnel Journal, XLIX ( January, 1970), 29-31.

Attitude surveys provide the nmst effective two-way communications b.'-
hveen employer and employee.

Strong. Earl P( oe ). and Weaver, Robert C. Writing for Business
and Industry: Reports, Letters, Minutes of Meetings, Memos, and
Dictation. Boston: Allyn and Bacon, 1962.

Stresses simplicity and brevity in presentation so that examples and models
van be fully understood from the reader's viewpoint, as an aid to knowing
precisely HOW to construct effective business letters.

Strunk, William, Jr., and White, E. B. Elements of Style. sed ed. New
York: Macmillan, 1972.

A brief but redoubtable reference which provides principles of grammar
and their relationship to style, Includes a checklist of "don'ts" for writers.

Swift, Marvin H. "Clear Writing Means Clear Thinking Means ..."
Harvard Business Review, LX ( January-February, 1973), 59-62.

Analysis of the way in which a manager re-works and re-thinks a mem-
orandum.

Summers, W. "How To Present Interesting Reports." Supervisory
Management. October, 1972, pp. 36-39,

Tade, C. T. "How To Write a Better Memo." Supervisory Manage-
ment, May, 1971.

Taintor, Sarah Augusta; Monro, Kate M.; and Scherzer, Margaret.
The Secretary's Handbook. 8th ed. New York: Macmillan, 1969.

A handbook for letter-writers. Includes principles of punctuation, diction,
grammar, letter formats, and up-to -date practices.

Tebbel. John. "The World Press and the Teaching of Journalism."
Saturday Review, September 11, 1971, pp. 64-65.

A review of a conference held in Helsinki, Finland, on worldwide com-
munications education.

Thayer, Lee 0. Administrative Communication. Homewood,
Richard D. Irwin, 1961.

Communication and Communication Systems. Home-
wood, Ill.: Richard D. Irwin, Iwo.'"

Communication: General Semantics Perspectives. New
York: Spartan Books, 1972

. "Some Theoretical Approaches to (the teaching of )
Business Communications." Journal of Business Communication,
I (October, 1963) 15-21.
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Deals with some of the modern-day theories pertaining to the teaching of
business communications in the secondary schools, c5;leges, and universities.

Thompson, Gordon B. "The Environment, Society, and Communica-
tions." Vital Speeches, June 1, 1972, pp. 503-7.

Concerns the effects of mass media communication systems on the en-
vironment and on people's lives. Indudes a section on methods of stockpiling
printed matter.

Tichy, H (enrietta ) J. Effective Writing. New York: John Wiley &
Sons, 1966.

Discusses grammar, outlining, organization, and style. Deals with letters,
memorandums, and short reports expected of engineers, scientists, and man-
agers with science backgrounds.

"To Do Their Best Work Everyone Must Communicate." Industrial
Research, July, 197o, p. 77.

An opinion-poll result of the importance of communication in satisfactory
completion of the work of scientists, engineers, and technicians.

"Tooling Up for Better Company Communications." Steel, Septem-
ber 15, 1969, p. 58d."

Trelease, Sam F. How To Write Scientific and Technical Papers.
Baltimore: Williams & Wilkins, 1958.

Intended as an aid in the writing of technical and scientific papers but has
much to offer to writers in other fields. A check-list of common errors is of
particular value. Useful sections on tables, charts, graphs, and photographs'.

Turabian, Kate L. A Manual for Writers of Term Papers, Theses,
and Dissertations. 3d ed., rev. Chicago: University of Chicago
Press, 1967.

Widely-accepted basic style manual for scholarly writing in economics,
business administration, and the social sciences (except far anthropology
and psychology, both of which have prescribed style guides).

Student's Guide for Writing College Papers. ad ed. Chi-
cago: University of Chicago Press, 1969.

An adaptation of A Marmot for Writers, geared to undergraduate writing.

Turner, Rufus P. Technical Report Writing. 2d ed. Englewood Cliffs,
N.J.: Prentice-Hall, 1965."

A textbook for technical personnel expected to write reports as part of
their on- the -Job requirements. Provides in-depth treatment of bow to write
technical reports and presupposes; mader- background in grammar and me-
chanics of language.

Tuttle, David H. "Written Communications." Bankers Monthly, July,
1967, P. 42-
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Discusses business correspondence from a banker's viewpoint. Emphasizes
that stilted language is no longer the image of the banking industry.

Tuttle. Robert E., and Brown, C. A. Writing Useful Reports. New
York: Appleton-Century-Crofts, 1956.

Uris, Auren. "How To Be a Great Dictator." Chemical Engineering.
June 3o, 1969, pp. 111-13.

Suggests him to reduce time spent on business and technical writing. Ad-
vocates the use uf dictating equipment as a meats of expediting writing and
describes some dictating pitfalls.

. "How To Communicate with Managers." Industrial Re-
search, April, 1970, pp. 56, 60-62.

Seven suggestions that can help researchers communicate successfully with
management.

"How To Speak Through a Closed (or Open) Door."
Nation's Business, March, 1973, p. 6o.

U.S. Department of the Air Force. Military Standard MIL-STD-847
((1SAF): Preparation of Technical Reports. Washington. D.C.:
U.S. Government Printing Office, 1965.

Establishes, or prescribes, a detailed format for technical reports prepared
for submission to agencies of the U.S. Air Force.

U.S. Department of Defense. Defense Standardization Manual
4120.3M: Standardization Policies, Procedures, and butructions.
Washington, D.C.: U.S. Government Printing Office, 1966.

Prescribes standard guidelines for the preparation of technical handbooks.
specifications, and so forth, as well as guidelines for policies and procedures.

. Military Standard MIL-STD-12C: Abbreviations for Use
on Drawings, Specifications, Standards, and in Technical Docu-
ments. Washington, D.C.: U.S. Government Printing Office,
1966.

Specifies standard abbreviations for use by agencies of the U.S. Depart-
ment of Defense when preparing technical drawings, illustrations. and
literature.

. Military Standard MIL -STD -1313: Microelectronic
Terms and Definitions. Washington, D.C.: U.S. Government Print-
ing Office, 1967.

Specifies terms and definitions applicable to microelectronic devices and
techniques.

U.S. Government Printing Office Style Massual, rev. ed. Washington,
D.C.: U.S. Government Printing Office, 1967.

A handbook of format style which includes detailed information on punc-
tuation, capitalization, handling of numbers, abbreviations, and so forth.
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Van Hagen, Charles E. Report Writers' Handbook. Englewood Cliffs,
N.J.: Prentice-Hall, 1961.*

A guidebook on report-writing, aimed particularly at the needs of scien-
tists and engineers.

Volkhardt. j. M. "Getting Through the Communications Blizzard"
Nation's Business, May 1972, pp. 66-67.

Voos, Henry. Organizational Communication: A Bibliography. New
Brunswick, N.J.: Rutgers University Press, 1967.

A survey of the literature on group communication, 1958-65. Psychological
and managerial literature shows that communication is a prime concern to
both military and commercial establishments.

Waldo, Willis H. Better Report Writing. New York: Reinhold Pub-
lishing, 1965.

Oriented to the scientist and technician as an aid to writing reports under-
standable to the layman. It does not advocate the use of non-technical lan-
guage but does insist on adherence to recognized conventions of writing as
being essential to clear meaning.

Walker, Thomas E. "Can Words Cut Costs?" Dun's Review and
Modern Industry, January, 196z, pp. 67-74.

Details how sloppy business writing can cost the firm time, sales, and
goodwill.

Walsh, J. "Venturing Beyond the Pass." Management Advisor, May,
1972, 32-34-**

Walton, Eugene. "A Study of Organizational Communications Sys-
tems." Personnel Administration, XXVI ( May-June, 1963), 46-49.

Shows a sophisticated way of understanding communication in an organi-
zation by studying persons who draft messages. The extent to which such
people possess authority, power, expertise, and sociability Is discussed.

Walton, Thomas F. Technical Manual Writing and Administration.
New York: McGraw-Hill, 1968.

Comprehensive overview of what writers of technical manuals in industry
must know and do. Directed primarily toward preparation of technical man-
oats for the US. Mr Force, but equally applicable to other manual re-
quirements.

Weeks, Francis William. Principles of Business Communication.
Champaign, M.: Stipes Publishing, 1973.

Designed to be used with a library shelf of supplemental readings. Linde
bow-to-do* materials in the book, with emphasis on general principles and
approaches.

ed. Readings in Communication from Fortune. New
York: Holt, Rinehart & Winston, 1961.
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Covers the broad scope of communication problems in business and in-
dustry and provides a review of the field up to this date. A reprinting of

lent writing,
articles which originally appeared in Fortune: still good reading and excel-

- , and Hatch, Richard A. Business Writing Cases and Prob-

Publishing"tents:
Letters, Memorandums, and Re

, 1972.
ports. Champaign, HI.: Stipes

this kind instruslion.
How-toof cases, problems, outlines, and exercises for studenb needing

Weil, B. H. The Technical Report: Its Preparation, Processing, and

ing, 1954.*
Use in Industry and C.overnment. New York: Reinhold Publish-

Weiss, Allen. "Better Business Writing: Part
agement, May, 1969, pp. 10-12.

1. Supervisory Man-

Emphasizes that the function of business
ways to achieveDi

writing is to convey meaning.Dim readability.

"Better Business Writing: Part 2." Supervisory
ment, Jun, x969, pp. 15-18.

Manage-

Explores in some detail the relationship of writing style to readability.

"Better Business Writing: Part 3." Supervisory Manage-
ment July, 1969. PP. 14-19-

Footsies on word choke as a function of both style and readabilfty.

"Do Your Instructions Cet Lost in Translation? Super-
visory Management, May, 19'10, pp. 16-18.

accoStru

esses
the l

that instructions, written or oral. must be explicit and take into
nt istener's frame of reference.

"How To Worsen a Communication Gap." Supervisor
Management, March, 1971, pp. 113-20.

y

commtmication gaps.
Using a simple narrative, shows how aloofness and impatience can cause

"A Silent Supervisor Decides To Speak Up." Supervisory
Manage Augment, ust, 1971, pp. 12-13.

Deals with indecisiveness and hesitation in communication. along with
the importance of speaking eifeethejy.

pp 8- .

"Spice of Life." Supervisory Uanagensent. January, 1974
. 12o

simplicity.
Expresses need for variety in writing siyle without sacrificing clarity and

. "Word to the Wis." Supervi sor y Ma e , Nnagmentovem-
ber 22,2970, pp. 20-.
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Word usage in communication and need for tactful selection of vocabu-
lary particularly where criticism is involved.

Weiss. E. B. "There's a Revolution Brewing in Internal Communica-
tion." Advertising Age, August 16, 1971, pp. 51-52.

A statement of the reasons why internal conummicatkms about corporate
policies and programs need to be made explicit.

Weiss, W. H. "Breaking the Fear Barrier." Nation's Business, July,
1971, pp. 64-65.

Weisman, Herman M. Basic Technical Writing. ad ed. Columbus,
0.: Charles E. Merrill Publishing, 1968.

A textbook designed for students and professional technical %% Titers, scien-
tists, and engineers. Contains discussion problems and exercises which cover
both technical report-writing and the advanced features of technical writing.

. Technical Correspondence: A Handbook and Reference
Source For the Technical Professional. New York: John Wiley &
Sons, 1968.

Serves as a guide for the scientist and engineer who feel they cannot write.
The scope of the book is limited to technical correspondence; covers prin-
ciples and applications of technical correspondence.

Wahlen, Doris H. The Secretary's Handbook. Rev. ed. New York:
Harcourt Brace jovanovich, 1973.

A complete, easy-to-use, up-to-date reference manual on grammar and
usage, along with the conventions of office procedure. Also includes the
latest information on postal technicalities.

Whalen, J. J. "Your Letters As Self-Portraits." Office, April, 1961,
PP. 885...

White, W. R. "More Corporate Reports for Employee Leaders." Pub-
lic Relations Journal, February, 197o, p. 19.

Whitehouse, Frank. Documentation: How To Organize and Control
Information Processes in Business and Industry. Chicago: Busi-
ness Books, 1971.

The title is entirely descriptive of the approach and content.

"Why Engineers Don't Write: An Exchange of Memos." Product
Engineering, February a8, 1966, pp. 8o-83.

A -humorous exchange of memorandums illustrating the engineer's plight
regarding the writing of technical articles. The engineer is damned if be does
write technical articles and damned if he doesn't! A reprint of the article
appears in the August, 1968 issue of Naval Engineers journal.

Wiksell, Wesley A. Do You Understand? A Guide to Effective Oral
Communication. New York: Macmillan, 1960.
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Wilkinson, C( lyde) W. Communicating Through Letters and Re-
ports. 3d ed. Homewood, Ill.: Richard D. Irwin, 1959.

A well-done early text, treating the subject of letters and reports thoroughly.

Writing Business Letters. Homewood, Ill.: Richard D.
Irwin, 1959.

Another early pace-setter dealing with the subject of letter-writing.

Menning, J. H.; and Anderson, C. R. Writing for Busi-
ness: Selected Articles on Business Communication. Homewood,
Ill.: Richard D. Irwin, 1951.

A I.. 4c of readings on the subject.

Williams, Cecil B. "Some Observations on Theory and Practice in
Teaching Business Writing." Journal of Business Communication,
II, No. 2 (1964), 21.

Discusses the importance of style and adaptation in business writing.
Suggests how these should be taught.

and Griffin, E. Glenn. Effective Business Communica-
tion. 3d ed. New York: The Ronald Press, 1966.

Another full treatment on the subject of letter-writing and reports. The
third edition deals with fundamentals of communication as these specifically
apply to business and industry, in tonna of background and skills which the
student is expected to bring with him to his position.

Wiltsee, Joseph L, ed. "Personal Business." Business Week, Septem-
ber 21, 1963, pp. 133 -34.

This article, by a staff-writer, deals with job resumestheir importance,
structure, and hints on do's and don'ts in writing resumes.

Witte, Arthur E. "Organizing To Write." Journal of Accountancy,
CXXXIV (September, 1972), 1o5.6.

Suggestions for those who find writing difficult.

Wood, Frederick) T(homas). English Colloquial Idioms. New
York: St Martin's Press, 1969.

Discusses the problem of defining the term, "colloquial," but offers sev-
eral examples.- English Prepositional idioms. New York: St Martin's
Press, 1967.

A very useful handbook dealing with idiomatic use of prepositions after
verbs, adjectives, verbal nouns. Also inchules idiomatic phrases introduced

prePusitions-

English Verbal Idioms. New York: St Martin's Press,
196+

Aimed primarily at non-native speakers of English, based on verbal cam-



112 THE jOtilWAL. OF DIMNESS COSINIVNICATION 11:1

paunch whose meaning could not easily he deducted from a knowledge of
the normal meaning of the tvntstituent words.

Woodruff, William R. "Are You in Communication with Your Sub-
ordinate ?" Supervisory Management, October, 1971, pp. 15-18.

Article deals with bow to improve the quality of one's messages,

Worrall, A. J. More English Idioms for Foreign Students. New York:
Longman, Green & Co., 19s3.'

Martin. "Your Changing Role in Industrial Communica-
tions." Business Management. April, 197o, pp. 25-26, 40-41.

Five major problems that can be conquered through effective com-
munications.

Wulff, P. "Management Report Gets to All Management." Par-
chasing, March, 1970, pp. 43-.45."

Zeiler, Robert L, and Crouch, W. George. Successful Communica-
tion in Science and lndustryWriting, Reading, and Speaking.
New York: McGraw-Hill, 1961,

Illustrates how to write clearly, read accurately and rapidly, and speak
convincingly. Includes exercises to enable the reader to put into use prin-
ciples of effective communication.

and __. Advanced Writing. 3d ed. New York:
The Ronald Press, 1961.

and --. A Guide to Technical Writing. New
York: The Ronald Press, i964

Zeyher, Lewis R. "Improving Your Three-Dimensional Communica-
tions." Personnel Journal, XLIX ( May 1970). 44-18.

Article deals with improving upward, downward, and lateral communi-
catkais betsvren employers and employees.

Zoubek, Charles E. Short Business Letters for Dictation and Tran-
scription with Previews in Gregg Shorthand. New York: Gregg
Division, McGraw-Hill, 1970.
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